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PRIVACY  ACT  ISSUANCES 


RMitfaM  iMM  *1  record*  ■oiatalMd  ia  the  lyitrai,  iacludiat  catego* 
ric*  of  ucra  aid  the  porpooc*  al  aock  aaee:  Quarterly  report  for  tax 
purposes. 

Policies  aad  practices  for  storiagt  retrieviBg,  accesaiag,  reUtaiiBg, 
aad  disposiag  of  records  fas  the  systcai: 

Storage:  MainUined  in  visible  file  binders/cabinets. 

Retrievability:  By  employee  payroll  identification  number. 

Safeguards:  Records  arc  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to*know. 

Records  arc  stored  in  locked  cabinets  or  rooms. 

Records  are  stored  in  safes. 

RctcutioB  aud  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Systra*  mauagcfts)  aud  address:  Comptroller,  Air  Force  Welfare 
Board,  Randolph  Air  Force  Base,  Texas  78148. 

NotWcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Or  individuals  may  contact  agency  officials  at  respective  Air 
Force  installations  to  exercise  their  rights  under  the  Act. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

or  as  included  in  above  (notification)  procedures. 

Coutestiug  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Personnel  Action  Request,  Air  Force 
Form  2543,  provided  by  Central  Civilian  Personnel  Office. 

Systems  exempted  from  certain  provisioBS  of  the  act:  NONE 
FirT21  OEACYVA 

System  name:  17721  OEACYVA  Civilian  Pay  Records 

System  locathm:  Air  National  Guard  activities.  Accounting  and 
Finance  Offices  at  Air  Force  bases.  Air  Force  Reserve  units,  in  the 
appendix  to  the  Air  Force's  systems  notice,  addresses  of  geographi- 
caQy  dispersed  units  may  be  obtained  by  reference  to  Air  Force 
components  listed  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  Air  Force  notice. 

Categories  of  iudivlduals  covered  by  the  system:  Air  Force  civilian 
employees. 

Categories  of  records  ia  the  system:  Individual  pay  records;  In¬ 
dividual  leave  records;  source  documents  for  posting  leave  and  at¬ 
tendance;  individual  retirement  deduction  records;  source  docu¬ 
ments  maintained  in  connection  with  retirement  deduction  records 
and  control  files  thereon;  wage  and  separation  information  files; 
health  benefit  records;  income  tax  withholding  records;  allowance 
and  differential  eligibility  files,  such  as,  but  not  limited  to  clothing 
allowances  and  night  rate  differentials;  withholding  and  deduction 
authorization  files,  such  as,  but  not  limited  to  federal  income  tax 
withholding,  insurance  and  retirement  deductions;  accounting  docu¬ 
ment  files;  input  data  posting  media,  such  as,  but  not  limited  to 
time  and  attendance  cards  and  reports  and  personnel  actions  affect¬ 
ing  pay;  accounting  and  statistical  reports  and  computer  edit 
listings;  claims  and  waivers  affecting  pay;  control  logs  and  collec¬ 
tion/disbursement  vouchers;  listings  for  administrative  purposes, 
such  as,  but  not  limited  to  health  insurance,  life  insurance,  bonds, 
locator  files  and  checks  to  financial  institutions;  correspondence 
with  the  Civilian  Personnel  Office,  dependents,  attorneys,  sur¬ 
vivors,  insurance  companies,  financial  institutions,  other  govern¬ 
mental  agencies  and  others;  leave  and  earnings  statements;  travel 
records;  and  separation  documents;  official  correspondence; 
federal,  state  and  tax  reports  and/or  tapes;  forms  covering  pay 
changes  and  deductions,  and  documentation  pertaining  to  garnish¬ 
ment  of  wages. 

AuthurRy  (or  maluteBaBce  of  the  system:  S  USC  Chapters  S3,  SS 
and  81. 

Routtuc  BSCS  of  records  malBtahscd  Ib  the  system,  iBcludfaig  catego¬ 
ries  ml  Bsers  aad  the  pnrposes  of  sach  ases:  The  records  are  used  to 
accurately  compute  individual  employee's  pay  entitlements  and  to 
withhold  required  and  authorized  deductions  and  issue  payroll 


checks  (or  amounts  due.  Output  products  are  forwarded  as  required 
to  other  subject  matter  areas  to  ensure  accurate  accounting  and 
recording  of  pay  to  civilian  employees.  These  records  and  related 
products  are  also  used  to  verify  and  balance  in  the  civilian  pay  of¬ 
fice  and  other  applicable  subject  matter  areas  and  to  report  infor¬ 
mation  to  recipients,  other  government,  and  nongovernment  agen¬ 
cies.  Such  recipients  and  agencies  include,  but  are  not  limited  to, 
the  individual  employee;  banks  which  credit  the  employee's  ac¬ 
count  if  the  employee  has  requested  his  check  to  be  sent  to  the 
bank;  financial  organizations  which  credit  the  employee's  account 
if  the  employee  has  requested  a  savings  allotment;  other  approved 
organizations  which  an  employee  has  designated  for  an  allotment; 
health  benefit  carriers  to  ensure  proper  credit  for  the  employee 
authorized  health  benefit  deductions;  employee  organizations  for 
which  the  employee  has  requested  a  dues  deduction  (reasons  for 
nondeduction  of  dues  will  be  shown,  if  applicable);  the  US  Treasu¬ 
ry,  which  maintains  cash  accountability;  the  Internal  Revenue  Ser¬ 
vice  for  recording  withholding  and  social  seu2curity  information; 
the  Social  Security  Administration  and  Civil  Service  Commission 
which  credits  the  employee's  account  for  Federal  Insurance  Con¬ 
tributions  Act  or  Civil  Service  Retirement  withheld;  State  revenue 
departments  which  credit  employee's  state  tax  withholding;  State 
employment  agencies  which  require  wage  information  to  determine 
eligibility  for  unemployment  compensation  benefits  of  former  em¬ 
ployees;  city  revenue  departments  of  appropriate  cities  which  credit 
employees  for  city  tax  withheld;  any  agency  or  component  thereof 
that  needs  the  information  for  proper  accounting  of  funds,  such  as, 
but  not  limited  to,  for-others  listings;  Civil  Service  Commission  for 
assistance  in  resolving  complaints,  grievances,  etc.  In  the  event  of 
suspected  fraud  or  other  irregularity,  data  may  be  released  to  the 
Federal  Bureau  of  Investigation,  Office  of  Special  Investigations, 
United  States  Air  Force,  or  other  investigating  agencies  (or  in¬ 
vestigation  and  possible  civil  action  or  criminal  prosecution.  Data 
may  also  be  released  to  a  court  of  competent  jurisdiction  for  court 
action.  Disclosures  are  made  to  the  Department  of  Justice  for 
criminal  prosecution,  civil  litigation,  or  investigation.  Information  is 
also  supplied  to  the  Civfl  Service  Commission  for  computation  of 
Civil  service  retirement  annuity.  Records  arc  also  used  for  extrac¬ 
tion  or  compilation  of  data  and  reports  for  management  studies  and 
statistical  analyses  for  use  internally  or  externally  as  required  by 
the  Department  of  Defense  or  other  Government  agencies. 

Policies  aad  practicca  for  storiag,  retrievhig,  acccaiag,  rctaiaiBg, 
aod  disposiag  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders,  in  note  books/binders,  in  visi¬ 
ble  file  binders/cabinets,  in  card  ffles,  on  computer  magnetic  tapes, 
disks  or  drums,  on  computer  paper  printouts,  on  roll  microfilm,  on 
microfiche,  and  in  microfilm  jackets. 

Rctrievabilhy:  Filed  by  Name,  Social  Security  Number  (SSN), 
Civilian  Payroll  Number,  Vehicle  Registration  or  License  Number, 
or  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties,  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  locked 
cabinets  or  rooms,  protected  by  guards,  and  controlled  by  person¬ 
nel  screening,  visitor  registers,  and  computer  system  software. 

RcteBtloB  and  disposal:  Records  arc  retained  for  periods  ranging 
up  to  56  years. 

System  managerfs)  aad  addrem:  Comptroller  of  the  Air  Force, 
Headquarters  Uqited  States  Air  Force.  Director  of  Accounting  and 
Finance  United  States  Air  Force  (USAF);  and  commanders  of  Air 
Force  installations 

NodficatloB  procedure:  information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,‘ Denver,  CO  80279  telephone  (303)  320- 
7553.  Information  pertaining  to  geographically  dispersed  elements 
of  the  record  system  maybe  obtained  from  Documentation 
Managers  at  the  applicable  Air  Force  component  listed  in  the  De¬ 
partment  of  Defense  directory  in  the  appendix  to  Air  Force  system 
notice.  Requester  should  be  able  to  provide  sufficient  proof  of 
identity,  such  as  name,  social  security  number,  drivers  license, 
civilian  identity  card,  duty  station  or  place  of  employment  or  other 
information  verifiable  from  the  record  itself. 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279, 
telephone  (303)  320-7553.  Infonnation  pertaining  to  geographically 
dispersed  elements  of  the  record  system  maybe  obtained  from 
Documentation  Managers  at  the  applicable  Air  Force  component 
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listed  in  the  Department  of  Defense  directory  in  the  Air  Force 
system  notice.  Requester  should  be  able  to  provide  sufficient  proof 
of  identity,  such  as  name,  social  security  number,  drivers  license 
civilian  identity  card,  duty  station  or  place  of  employment,  or  other 
information  verifiable  from  the  record  itself. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers  from  financial  institutions,  from  medical  institutions,  from 
automated  system  interfaces,  from  a  state  or  local  government, 
from  source  documents  (such  as  reports)  prepared  on  behalf  of  the 
Air  Force  by  boards,  committees,  panels,  auditors,  and  so  forth, 
and  from  other  Department  of  Defense  components  and  other 
federal  agencies  such  as,  but  not  limited  to  Social  Security  Ad¬ 
ministration,  Internal  Revenue  Service,  State  Revenue  Depart¬ 
ments,  Department  of  the  Army,  Navy  or  State  Department.  Cor¬ 
respondence  with  attorneys,  dependents,  survivors  or  guardians 
may  also  furnish  data  for  the  system. 

Syaicnu  esempted  from  ccrtalu  provisloas  of  the  act:  NONE 
F17721  02  ALSA 
System  name:  Civilian  Pay  -  Control  Data 

System  locatioa:  Accounting  and  Finance  Office,  Elmendorf  Air 
Force  Base,  Alaska,  APO  Seattle  98742 

Categories  of  ludhrkiuals  covered  by  the  system:  Air  Force  civilian 
employees. 

Categories  of  records  lu  the  system:  Individual  Bank  Account 
Identification 

Authority  fur  maluteuaucc  of  the  system:  5  USC,  Section  3332, 
Government  Organization  and  Employees  General  Schedule  Pay 
Rates 

Routiue  uses  of  records  maintained  In  the  system,  iuclndlug  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  the  address 
or  bank  to  which  an  individual  paycheck  is  mailed  and  to  verify 
same.  Used  by  the  Elmendorf  Air  Force  Base  Accounting  and 
Finance  Office,  Civilian  Pay  Section. 

Pottcles  and  practices  for  storing,  retrieving,  accessing,  retainiag, 
aud  dispeshig  of  records  la  the  system: 

Storage:  Maintained  in  card  files. 

Retrievabllhy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  usanagerfs)  and  addrem:  Comptroller  of  the  Air  Force, 
Headquarters  Unit^  States  Air  Force  Accounting  and  Finance  Of¬ 
ficer,  Elmendorf  Air  Force  Base,  Alaska,  APO  Seattle  98742 

NotMeatlon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Send  Full  name  and  social  security  number 

Record  ucceso  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Rocord  source  categories:  Individual  provides  information 

Systems  exempted  from  ecrtaln  provisions  of  the  act:  NONE 
F17722  OEACYVA 

System  name:  17722  OEACYVA  Accrued  miliUry  pay  system, 
discontinued  (AMPS  360/390) 

System  loeatlon:  Air  Force  Accounting  and  Finance  Center, 
Lowry  AFB,  Denver,  CO  80279.  and  at  Denver  Federal  Archives 
and  Record  Center  Bldg  48  Denver  Federal  Center,  Denver,  CO 
80225;  (back-up  storage). 

Categorfao  of  iadhrldauls  covered  by  the  systm:  Air  Force  active 
duty  officer  and  enlisted  personnel.  Retired  Air  Force  military  per¬ 
sonnel  Separated  Air  Force  Personnel  Officers  of  Air  Researve 
and  Air  National  Guard  on  extended  active  duty. 


Categories  of  records  la  the  system:  Military  pay  records  and  re¬ 
lated  documentation  including  but  not  limited  to  monthly  and  cumu¬ 
lative  six-months  histories  of  pay  transactions,  wage  and  tax  data. 
Uniformed  Services  Savings  Deposit  Program  Records  and  Federal 
Insurance  Contribution  Act  tax  data  contained  on  hard  coy  and/or 
microfilm.  Military  pay  supporting  documents  and  vouchers  includ¬ 
ing  but  not  limited  to  basic  pay,  special  compensation  positions, 
special  pay,  status  adjustments,  separation,  reenlistment,  reenlist¬ 
ment  bonus,  incentive  pay,  allowances,  death  gratuities,  allotments 
of  pay,  court-martial  sentences,  indebtedness,  and  correspondence 
pertaining  to  aO  of  the  above.  Sundry  lists,  reports  and  rosters  in¬ 
cluding  but  not  limited  to  Internal  Revenue  reports.  Social  Security 
reports.  Veterans  Administration  reports  and  Treasury  reports. 

Authority  for  malnteuancc  of  the  system:  37  USC  lOI  et  seq;  10 
USC  265,  8033,  8496,  9837(d);  32  USC  708. 

Routine  uses  of  records  maintained  fas  the  system,  including  catego¬ 
ries  of  users  aud  the  purpoara  of  such  uses:  The  purpose  of  these 
records  is  to  provide  an  audit  trail  for  audit  purposes  and  to  pro¬ 
vide  historical  information  for  inquiries  pertaining  to  past  pay 
record  data.  It  is  used  primarily  by  aD  components  of  the  Air  Force 
for  answering  inquiries  pertaining  to  information  contained  in  these 
discontinued  records,  and  for  reviews  by  the  Air  Force  audit  agen¬ 
cy  and  Inspector  General.  Other  users  may  include  but  are  not 
limited  to  other  components  of  Department  of  Defense  such  as 
Army  and  Navy  which  had  paid  Air  Force  members  and  desire  to 
initiate  claims,  other  federal  agencies  such  as  Internal  Revenue  Ser¬ 
vice  for  tax  information  on  members.  Social  Security  Administra¬ 
tion  for  information  regarding  tax  deducted  from  members  and  so¬ 
cial  security  entitlements.  Veterans  Administration  for  information 
regarding  premiums  on  servicemens  group  life  insurance.  General 
Accounting  Office  for  audits,  members  of  congress  for  complaints 
from  constituents,  and  financial  institutions  for  deposits  and/or 
payments.  Disclosure  may  be  made  pursuant  to  the  Freedom  of  In¬ 
formation  Act.  Records  may  be  disclosed  to  law  enforcement  agen¬ 
cies  such  as  but  not  limited  to  Air  Force  Office  of  Special  In¬ 
vestigation,  Department  of  Justice,  Federal  Bureau  of  Investiga¬ 
tions,  city  and  state  law  enforcement  agencies  for  violations  of  law , 
for  investigations  and  possible  criminal  prosecution,  civil  court  ac¬ 
tion  or  regulatory  processes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainiag, 
and  disposiag  of  records  in  the  system: 

Storage:  Maintained  in  fOe  folders/visible  file  binders/cabinets 
and  on  roD  microfilm. 

Retrlevablllty:  Filed  by  Name,  Social  Security  Number  (SSN),  or 
Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards  and 
controlled  by  personnel  screening. 

Rctentloa  and  disposal:  Local  retention  varies  from  6  months  to 
10  years;  records  are  either  destroyed  by  tearing  shredding,  pulping 
macerating  or  burning,  or  transferred  by  the  Air  Force  Accounting 
and  Finance  Center  to  the  Denver  Federal  Archives  and  Records 
Center  where  they  may  be  retained  for  a  period  up  to  56  years. 
Back-up  records  for  emergency  reconstitution  in  the  event  of 
destruction  of  primary  records  are  stored  at  the  Federal  Records 
Center  Annex,  GSA,  Neosho,  MO.  Destruction  is  by  shredding  or 
burning. 

System  maaager(s)  and  address:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force.  Director  of  Accounting  and 
Finance  United  States  Air  Force 

Notificatioa  procednre:  information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80205,  telephone  (303) 
320-7553.  Requester  should  be  able  to  provide  sufficient  proof  of 
identity  such  as  name,  social  security  account  number,  mibtary 
status,  duty  status  or  place  of  employment  or  other  informatioo 
verifiable  from  the  record  itself. 

Record  aceem  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279, 
telephone  (303)  320-7553.  Requesters  should  be  able  to  provide  suf¬ 
ficient  proof  of  identity,  such  as  social  security  account  number, 
military  status,  duty  status  or  place  of  employment,  or  other  infor¬ 
mation  verifiable  from  the  record  itself. 

Coatesdng  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
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the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers,  financial  and  medical  institutions,  a  state  or  local  govern¬ 
ment,  a  corporation,  and  source  documents  (such  as  reports) 
prepared  on  l^half  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth.  Accounting  and  Finance  Offices  (AFO)  Con¬ 
solidated  Base  Personnel  Offices  (CBPO). 

Systems  exempted  from  eertaln  proviskms  of  the  act:  NONE 
F17722  OEACYVe 

SysUm  name:  17722  OEACYVC  MiliUry  Pay  Records 

System  location:  Air  Force  Accounting  and  Finance  Center, 
Lowry  AFB,  Denver.  CO  80279.  Denver  Federal  Archives  and 
Records  Center,  Building  48,  Denver  Federal  Center,  Denver  CO 
8022S.  Federal  Records  Center  Annex,  GSA,  PO  Box  141,  Neosho, 
Missouri  64850. 

Categories  of  iadividnals  covered  by  the  system:  Air  Force  active 
duty  officer  and  enlisted  personnel  and  Air  Force  military  person¬ 
nel  separated  from  active  duty. 

Categories  of  records  la  the  system:  Microfilm  of  Military  Pay 
Records  of  individual  Air  Force  personnel  on  active  duty  or 
separated.  Military  pay  records  and  related  documentation  including 
but  not  limited  to  monthly  and  cumulative  six-months  histories  of 
pay  transactions.  Federal  Income  Tax  withholding  data.  Uniformed 
Services  Savings  Deposit  program  records  such  as  listings.  Federal 
Insurance  Contribution  Act  tax  data  contained  on  hard  coy  and/or 
microfilm.  Military  pay  supporting  documents  and  vouchers  includ¬ 
ing  but  not  limited  to  basic  pay.  special  compensation  positions, 
special  pay,  status  adjustments,  separation,  reenlistment,  reenlist¬ 
ment  bonus,  incentive  pay.  allowances,  death  gratuities,  allotments 
of  pay.  court-martial  sentences,  indebtedness,  and  correspondence 
pertaining  to  all  of  the  above.  Sundry  lists,  reports  and  rosters  in¬ 
cluding  but  not  limited  to  Internal  Revenue  reports.  Social  Security 
reports.  Veteran's  Administration  reports,  and  Treasury  reports. 

Authority  for  mafaitcBaKc  of  the  system:  37  USC  401-403;  37  USC 
551-558;  10  USC  1475-1480;  10  USC  1552;  10  USC  2771. 

RouthM  uses  of  records  malutalucd  iu  the  system.  Including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Purposes  are  to  furnish 
pay  information  from  microfilm  of  Military  Pay  Records  when  hard 
copies  of  pay  records  cannot  be  located  in  Military  Pay  Record  file. 
Used  as  back-up  of  hard  copies  of  Military  Pay  Records  which  arc 
also  filed  at  this  location.  The  purpose  of  the  record  system  is  to 
retain  historical  pay  data  on  Air  Force  and  former  Air  Force  mem¬ 
bers.  Categories  of  users  and  uses  mclude  but  are  not  limited  to  the 
following  furnish  pay  information  and/or  related  information  to  Ac¬ 
counting  and  Finance  Offices  (AFOS)  and  Consolidated  Base  Per¬ 
sonnel  Offices  (CBPOs),  who  use  this  information  in  answering 
inquiries  and  in  determining  current  administrative  adjustments.  Co¬ 
pies  of  records  on  request  may  be  furnished  to  Federal  Bureau  of 
Investigation  (FBD  and  the  An  Force  Office  of  Special  Investiga¬ 
tions  (OSD.  who  use  these  data  to  investigate  possible  criminal 
violations.  Copies  of  certified  pay  records  and  related  documents 
are  disclosed  to  military  courts  for  court-martial  action,  and  to  Civil 
Courts.  Furnish  wage  and  tax  statement  (Form  W-2)  for  tax  pur¬ 
poses  to  State  Revenue  Service,  Internal  Revenue  Service,  in¬ 
dividual  members  misplacing  original  form  W-2,  widows  of 
deceased  members,  or  to  verify  Air  Force  service  on  request  from 
other  services.  On  occasion  may  disclose  information  to  members 
of  Congress  upon  request  for  reply  to  constituents  or  for  legislative 
purposes.  Records  may  be  disclosed  for  audit  and  inspection  by  the 
General  Accounting  Office,  and  to  other  Air  Force  and  Department 
of  Defense  components.  Disclosures  are  made  pursuant  to  the 
Freedom  of  Information  Act.  Disclosures  to  the  Department  of 
Justice  for  criminal  prosecution,  civfl  litigation,  or  investigation. 

Policies  and  practices  for  storlog,  rctrleviag,  accessing,  retainiag, 
and  dlqKtsing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders  and  on  roll  microfilm. 

RctrlevabiUty:  Filed  by  Name,  Social  Security  Number  (SSN), 
Military  Service  Number  or  by  other  identification  number  or 
system  identifier. 

Safegoards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  clea^  for  need-to-know.  Records  are  stored  m  security  file 
containers/cabinets,  protected  by  guards,  and  controlled  by  person¬ 
nel  screening  and  visitor  registers. 


Rctcatloa  and  disposal:  Military  Pay  Records,  hard  copies,  arc 
retained  at  Air  Force  Accounting  and  Finance  Center  where  they 
are  sold  to  paper  salvage  companies  and  destroyed  by  shredding 
after  a  total  of  six  years  after  member’s  separation.  Microfilm  of 
Military  Pay  Records  is  retained  at  Air  Force  Accounting  and 
Finance  Center  for  five  years  then  destroyed  by  shredding  or  burn- 
mg.  Copies  of  microfilm  are  retained  for  fifty-six  years  at  Federal 
Records  Center  Annex.  GSA  at  Neosho,  Missouri  and  then 
destroyed  by  shredding  or  burning. 

System  maangcr(s)  and  addrem:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force.  Director  Accounting  and 
Finance  USAF. 

NotlflcatloB  procedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279  telephone  (303)  320- 
7553.  The  requester  should  be  able  to  provide  sufficient  proof  of 
identity,  such  as  name,  social  security  number,  service  number, 
military  status,  duty  station  or  place  of  employment,  or  other  infor¬ 
mation  which  may  be  determined  from  the  record  itself. 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  AFAFC/DAD,  Lowry  AFB.  Denver,  CO  80205 
telephone  (303)  320-7553.  The  requester  should  be  able  to  provide 
sufficient  proof  of  identity,  such  as  name,  social  security  number, 
service  number,  military  status,  duty  station  or  place  of  employ¬ 
ment.  or  other  information  which  may  be  determined  from  the 
record  itself. 

Coatcsthig  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers,  financial  and  medical  institutions,  automated  system  inter¬ 
faces;  police  and  investigating  officers;  a  state  or  local  government; 
a  corportation;  source  documents  (such  as  reports)  prepared  on  be¬ 
half  of  the  Air  Force  by  boards,  committees,  panels,  auditors,  and 
so  forth;  Air  Force  installation  Accounting  and  Finance  Pay  Of¬ 
fices;  Joint  Uniform  Military  System  (JUMPS);  state  agencies;  state 
revenue  services;  veterans  organizations;  federal  agencies;  Internal 
Revenue  Service;  Veteran’s  Administration;  attorneys;  widows  of 
former  members;  parents  of  members;  dependents,  trustees,  and 
guardians;  and  other  Department  of  Defense  components. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17722  OEACYVD 

System  name:  17722  OEACYVD  Uniformed  Services  Savings 
Deposit  Program  (USSDP). 

System  location:  Air  Force  Accounting  and  Finance  Center. 
Lowry  AFB,  Denver,  CO  80279.  and  Denver  Federal  Archives  and 
Record  Center  bldg  48  Denver  Federal  Center,  Denver,  Co  80225. 
Record  Center  Annex  GSA,  P.O.  Box  141,  Neosho,  MO.  64850 
(backup  storage). 

Categories  of  individuals  covered  by  the  system:  This  notice  covers 
both  the  discontinued  portion  of  USSDP  and  the  remaining  active 
part  of  the  system.  Effective  30  june  1974  ,  the  USSDP  program 
was  discontinued  except  for  those  members  declared  missing  in  ac¬ 
tion  (MIA)  during  the  Vietnam  conflict.  Prior  to  30  June  1974,  the 
record  system  serviced  Air  Force  active  duty  Officers  and  enlisted 
personnel  serving  on  a  permanent  duty  assignment  outside  the 
United  States  or  its  possessions.  Effective  1  july  1974,  the  record 
system  services  only  Air  Force  active  duty  Officers  and  enlisted 
personnel  who  have  been  declared  MIA  as  a  result  of  the  Vietnam 
conflict.  Dependents,  next  of  kin.  survivors  and  former  spouses  of 
USSDP  participants. 

Categories  of  records  la  the  system:  Categories  of  records  include 
but  are  not  limited  to  the  following  master  account  records  for  each 
depositor;  transaction  records  of  monetary  data  (deposits, 
withdrawals  and  adjustments);  allotment  records;  name  and  social 
security  number  (SSN)  change  record;  settled  records;  checkwriting 
and  voucher  register  data  records;  interest  paid  records;  quarterly 
statements  records;  supplemental  address  for  interest  refund 
records.  Also  included  are  correspondence  files  covering  requests 
for  information  from  members,  federal  agencies,  spouses,  former 
spouses,  dependents,  survivors,  widows  or  widowers,  next  of  kin, 
the  American  Red  Cross,  Congress,  and  other  Air  Force  and  DoD 
components. 

Authority  for  maintcaance  of  the  system:  10  USC  1035. 
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Routine  uses  o(  records  maintained  in  the  system,  including  catc^ 
ries  of  users  and  the  purposes  of  such  uses:  the  purpose  for  which  in¬ 
formation  in  the  system  is  collected  is  to  provide  the  following 
mechanized  and  manual  account  maintenance  including  updating 
for  deposits,  withdrawals,  interest  accruals,  adjustments  and  sum¬ 
mary  data  for  quarterly  processing;  capability  of  responding  to 
inquiries  regarding  the  status  of  each  depositors  account;  capability 
to  settle  accounts,  issue  settlement  statements  and  checks;  quar¬ 
terly  statements  to  depositors  showing  detailed  activity  for  the  cur¬ 
rent  quarters  and  cumulative  balances  for  prior  periods;  reconcilia¬ 
tion  between  the  Accounting  and  Finance  Officers  (AFO  )  accounts 
and  cash  control  reports  with  appropriate  audit  trails;  controls  to 
insure  compliance  with  statutory  limitations  on  amounts  deposited, 
desertion  status  and  conditions  under  which  withdrawals  are  per¬ 
mitted  and;  records  for* storage  of  historical  data  on  each  deposi¬ 
tors:  account.  The  users  and  uses  made  of  the  information  include 
but  are  not  limited  to  the  following  United  States  Air  Force  com¬ 
ponents  use  these  records  to  maintain,  update,  settle,  and  report  on 
individual  members  account  balances.  Other  DoD  components  use 
various  account  balances  information  to  process  withdrawal 
requests.  Congress  uses  this  information  for  legislative  purposes 
and  in  responding  to  constituents:  inquiries.  Disclosures  to  the  De¬ 
partment  of  Justice  and  other  investigatory  agencies  for  criminal 
prosecution,  civil  litigation  or  investigation.  Veterans  Administra¬ 
tion  (VA)  and  Social  Security  use  this  information  to  determine 
eligibility,  entitlements,  and  addresses  of  and  for  USSDP  members. 
Federal  Housing  Agency  (FHA)  uses  this  information  in  their  loan 
programs.  Internal  Revenue  Service  (IRS)  uses  the  information  for 
tax  purposes  and  for  levy  action  in  the  collection  of  taxes  owed. 
American  Red  Cross  uses  this  information  to  determine  ne^s  of  a 
member  or  his  dependents  in  emergency  situations.  Widow  or 
widower,  dependent,  or  next  of  kin  of  deceased  members  use  this 
information  in  settling  the  affairs  of  the  former  member.  Informa¬ 
tion  may  be  disclosed  to  the  above  persons  or  to  members  of  the 
general  public  as  required  by  the  Freedom  of  Information  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  in,  visible  file  binders/cabinets/card  files,  on 
computer  magnetic  tapes  and  computer  paper  printouts,  and  on 
mircrofiche. 

Retrievability:  Filed  by  Name,  Social  Security  Number  (SSN),  or 
Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabinets,  protected  by  guards  and  controlled  by  person¬ 
nel  screening,  visitor  registers  and  computer  system  software. 

Retention  and  disposal:  all  records  except  correspondence  and 
balancing  data  (deposit,  adjustment,  and  withdrawal)  are  retained 
for  6  years  after  final  settlement.  Correspondence  is  kept  for  90 
days;  balancing  data  is  kept  for  I  year  after  in  balance  status  is 
reached.  Records  are  stored  at  Air  Force  Accounting  and  Finance 
Center,  at  the  Denver  Federal  Archives  and  Record  Center,  and  at 
the  Record  Center  Annex,  Neosho,  MO.  Destruction  is  by  sale  to 
salvage  company  for  shredding. 

System  managerfs)  and  address:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force,  and  Director  Accounting 
and  Finance  United  States  Air  force  (USAF). 

Notification  procedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,  Denver,  Colo  80279,  telephone  (303) 
320-7S33.  The  requester  should  be  able  to  provide  sufficient  proof 
of  identity,  such  as  name,  social  security  number,  date  of  final  set¬ 
tlement,  duty  station  or  place  of  employment,  or  other  information 
verifiable  from  the  record  itself. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  AFAFC/DAD,  Lowry  AFB,  Denver,  Cok)  80279, 
telephone  (303)  320-7S53.  The  requester  should  be  able  to  provide 
sufficient  proof  of  identity,  such  as  name,  social  security  number, 
date  of  final  settlement,  duty  station  or  place  of  employment,  or 
other  information  verifiable  from  the  record  itself. 

Contcstiiig  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


Record  source  categorim:  Information  obtained  from  automated 
system  interfaces  other  Air  ForceDoD  components  and  dependents, 
next  of  kin,  survivors,  and  former  spouses  of  USSDP  members. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17724  OKPNQSA 

System  name:  17724  OKPNQSA  Air  Force  ROTC  C^adet  Pay  System 

System  location:  3841  CPTSSfACFR),  MaxweU  AFB,  AL  36112 
and  AFROTC(SUF),  MaxweU  AFB,  AL  36112  and  AFROTC 
detachments.  Official  mailing  addresses  of  the  detachments  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force  ;s  system  notice. 

Categories  of  individuals  covered  by  the  system:  Senior  AFROTC 
contract  cadets 

Categories  of  records  in  the  system:  monthly  pay  disbursement  & 
documents  for  senior  AFROTC  contract  cadets 

Authority  for  maintenance  of  the  systein:  37  USC209 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  system  data  are  used  by 
detachments  to  verify  entitlements,  and  by  AFROTC  to  summarize 
costs  of  the  program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes  and  on  com¬ 
puter  paper  printouts. 

Retrievability:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  control)^  by  computer  system  software.  Building 
secured  after  duty  hours. 

Retention  and  disposal:  Retained  in  office  file  for  three  years 
after  completion  of  training,then  destroyed  by  tearing,  pulping, 
macerating  or  burning. 

System  managerfs)  and  address:  ComptroUer  of  the  Air  Force, 
Headquarters  United  States  Air  Force  Chief,  Financial  Manage¬ 
ment  Division;  AFROTCfSUF),  Maxwell  AFB,  al  36112 

Notification  procedure:  Reserve  Pay  Section,  3841 

CPTSS(ACFR),  MaxweU  AFB,  AL  36112.  Provide  name,  date  at¬ 
tended  the  institution,  detachment  number,  reason  for  request. 
Requestor  may  visit  the  reserve  pay  section  and  present  driver,s 
license  or  social  security  card. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  EnroUment  and  attendance  records  as 
translated  to  pay  days  entitlement  and  submitted  by  detachments 
on  the  monthly  AFROTC  Pay  Order. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F1772S  OEACYVA 

System  name:  17725  OEACYVA  Air  Reserve  Pay  and  Allowance 
System  (ARPAS) 

System  location:  primary  system  location:  Air  Force  Accounting 
and  Finance  Center,  Lowry  AFB,  Denver  CO  80279;  decentralized 
supporting  segments  are  located  at:  Air  Force  Military  Persoimel 
Center,  fGuidolph  Air  Force  Base,  TX  78148.  Air  Reserve  Person¬ 
nel  Center,  73()0  East  First  Avenue,  Denver,  CO  80280.  National 
Persotmel  Records  Center,  Military  Persotmel  Records,  9700  Page 
Boulevard,  St.  Louis,  MO  63132.  Air  National  Guard  activities.  Air 
Force  Reserve  units,  in  the  appendix  to  the  Air  Force’s  systems 
notice,  accounting  and  finance  offices  at  Air  Force  bases.  Servicing 
individual  Air  Reserve  Forces  members.  Denver  Federal  Archives 
and  Record  Center.  Bldg  48,  Denver  federal  center,  Denver,  Co 
8022S;  and  records  Center  aimex  GSA,  p.o.  Box  141,  Neosho,  MO 
648S0  (system  back-  up  storage). 

Categoria  of  indivldaals  covered  by  the  system:  Active  Air 
Reserve  Forces  members  in  a  military  pay  status  and  Dependents 
of  military  personnel  thereof,  except  the  following;  Air  Reserve 
Forces  members  on  extended  active  duty  and  membm  of  the  Air 
Force  Reserve  Officer  Training  Corps. 

Categories  of  records  la  the  system:  Militt^  pay  account  com¬ 
puter  records  and  supporting  documentations  relating  to  Air 
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Reserve  Forces  military  pay  and  allowance  entitlements,  deduc¬ 
tions.  and  collections.  Milita^  pay  computer  records,  including  but 
not  limited  to,  master  individual  pay  account  files  (containing  es¬ 
sential  check  and  member  identification  data,  military  pay  entitle¬ 
ment  and  allowance  data,  accounting  data,  tax  withholding  rate  and 
amount  data,  collection  and  indebtedness  data,  and  performance 
data);  wage  and  tax  withholding  records;  records  of  Air  Reserse 
Forces  calendar  day  performance;  check  issue,  control  and  cancel¬ 
lations  records;  transaction  input,  system  reject,  and  system  recy¬ 
cle  records;  disbursement  and  collection  report  records;  accounting 
report  records;  and  other  generated  records  supporting,  substantiat¬ 
ing.  or  authorizing  Air  Reserve  Forces  military  pay  and  allowance 
entitlement,  deduction,  or  collection  actions.  Military  pay  documen¬ 
tation  records  include,  but  are  not  limited  to,  travel  orders, 
requests  and  performance  records;  active  military  duty  per¬ 
formance  records;  statements  of  tours  or  performance  of  military 
duty;  payroll  attendance  lists  and  rosters;  document  records 
establishing,  supporting,  reducing,  or  cancelling  entitlements  to 
basic  pay;  specif  compensations  (such  as  medical,  dental,  veterina¬ 
ry,  and  optometry);  special  pays  (such  as  foreign  duty,  hostile  fire); 
allowances  (such  as  basic  allowance  for  subsistence,  basic  al¬ 
lowance  for  quarters,  family  separations,  clothing  maintenance  and 
monetary  allowances);  incentive  pays;  and  other  entitlements  in  ac¬ 
cordance  with  the  Department  of  Defense  Pay  and  Allowance  En¬ 
titlement  Manual;  certificates  and  statements  changing  address, 
name,  military  assignment,  and  other  individual  data  necessary  to 
identify  and  provide  accurate  and  timely  Air  Reserve  Forces  milita¬ 
ry  pay  and  performance  credit;  allotment  start,  stop,  or  change 
records;  declarations  of  benefits  and  waivers;  military  pay  and  per¬ 
sonnel  orders;  medical  certifications  and  determinations;  death  and 
disability  documents;  check  issuing  and  cancellation  records  and 
schedules;  payroll  vouchers;  money  lists  and  accounting  records; 
pay  adjustment  authorization  records;  system  input  certifications; 
member  indebtedness  and  tax  levy  documentation;  earnings  state¬ 
ments;  employees  wage  and  tax  reports  and  statements;  casual  pay¬ 
ment  authorization  and  control  logs;  punch  card  transcripts;  and 
other  documentation  supporting,  authorizing,  or  substantiating  Air 
Reserve  Forces  military  pay  and  allowance  entitlement,  deduction, 
or  collection.  Inquiry  files,  sundry  lists,  reports,  letters,  correspon¬ 
dence,  and  rosters  including,  but  not  limited  to.  Congressional 
inquiries.  Internal  Revenue  Service  notices  and  reports,  state  tax 
and  insurance  reports.  Social  Security  Administration  reports. 
Veterans  Administration  reports,  inter-Department  of  Defense 
requests,  treasury  reports,  and  health  education  and  institution 
inquiries. 

Authority  for  maintenance  of  the  system:  37  USC  101  et.  Seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  collected 
in  the  system  to  ensure  accurate  and  timely  military  pay  and  al¬ 
lowances  to  supported  Air  Reserve  Forces  members;  provide  time¬ 
ly,  complete  master  individual  pay  account  review;  document  and 
account  for  Air  Reserve  Force  military  pay  and  allowance  disburse¬ 
ments  and  collections;  and  provide  account  inquiry  research 
response  capability.  Records  are  utilized  to  determine  net  military 
pay  and  allowances  check  issues  to  Air  Reserve  Force  members;  to 
verify  and  account  for  system  input  transactions;  to  identify,  cor¬ 
rect,  and  collect  overpayments;  to  establish,  control,  and  collect 
member  collection  and  indebtedness  notices  and  levies;  to  maintain 
complete  accounting  records  for  Air  Reserve  Forces  military  pay 
and  allowance  disbursements,  collections,  refunds,  and  reimburse¬ 
ment  actions;  and  to  provide  internal  and  external  managers  with 
statistical  and  monetaiV  reports.  Other  users  of  system  record  data 
include  such  Air  Force  components  as  Headquarters  US  Air  Force, 
Major  Air  Force  Commands,  Air  Force  installations.  Air  National 
Guard  and  Air  Force  Reserve  Consolidated  Base  Personnel  Offices 
and  Consolidated  Reserve  Personnel  Offices,  Air  National  Guard 
Base  Comptrollers,  and  ARPAS  payroll  offices.  Other  users  and 
uses  include,  but  are  not  limited  to,  record  transfers  to  comfMnents 
of  the  Department  of  Defense  for  system  transaction  validity  and 
accuracy  audit,  accounting,  and  documentation  utilization;  other 
federal  agencies  such  as  the  Internal  Revenue  Service  for  wage  and 
tax  withholding  reporting,  accounting,  tax  audits  or  levies;  Social 
Security  Administration  for  wage  and  tax  withholding  reporting,  ac¬ 
counting,  or  tax  audit;  Civil  Service  Commission  for  personnel 
management  functions;  Comptroller  General  and  the  General  Ac- 
counUng  Office  for  system  transaction  validity  and  accuracy  audits; 
Veterans  Administration  for  compensation  and  waiver  reporting 
and  audits,  life  insurance  accounting,  disbursement  and  benefit 
determinations;  US  Federal  Courts  for  legal  proceedings;  Federal, 


State,  or  local  Governmental  agencies  for  reports  and  accounting 
utilization;  state  and  local  governments  for  tax  and  welfare  infor¬ 
mation;  educational  institutions  for  verifying  scholarship  qualifica¬ 
tions  and  performance;  charitable  institutions  and  military  associa¬ 
tions  to  render  recognition  for  meritorious  service;  and  financial  in¬ 
stitutions  for  deposits  (checks  to  banks)  and  credit  references.  Dis¬ 
closure  made  persuant  to  the  Freedom  of  Information  Act.  Disclo¬ 
sures  to  the  Department  of  Justice  for  criminal  prosecution,  civil 
litigation  or  investigation.  The  American  Red  Cross  and  Air  Force 
Aid  Society  use  this  information  to  determine  needs  of  a  member 
of  his  or  her  dependents  in  emergency  situations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders/  in  note  books/binders/  visible 
file  binders/cabinets/card  files  on  computer  magnetic  tapes  and 
computer  paper  printouts,  on  roll  microfilm  and  microfiche 

Retrievability:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  pcrson(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  arc  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabincts/safes/  vaults,  protected  by  guards,  and  con¬ 
trolled  by  personnel  screening,  visitor  registers  and  computer 
system  software  requiring  specif  random  input  entry  identifiers. 

Retention  and  disposal:  The  system  contains  differing  types  of 
records  subject  to  varied  retention  of  from  6  months  to  56  years. 
Records  are  retired  to  the  Denver  Federal  Archives  and  Record 
Center,  and  also  are  stored  at  the  Records  Center  annex  GSA  at 
Neosho,  MO  for  back-up  storage.  Final  destruction  of  records  is  by 
sale  to  a  salvage  company  for  shredding. 

System  manager(s)  and  address:  Comptroller  of  the  Air  Force. 
Headquarters  United  States  Air  Force.  ;  Director  Accounting  and 
Finance  United  States  Air  Force  (USAF');  managers  for  geographi¬ 
cally  dispersed  supporting  elements  to  the  system  are  Chief  of  Air 
Force  Reserve,  Headquarters  United  States  Air  Force.  Director  of 
Air  National  Guard,  Headquarters  United  States  Air  Force.  Ac¬ 
counting  and  Finance  Officers,  Consolidated  Base  Personnel  Of¬ 
ficers,  Air  Nationad  Guard  Base  Comptrollers,  Consolidated 
Reserve  Personnel  Officers,  ARPAS  Payroll  Officers,  and 
designated  representatives  thereof. 

Notification  procedure:  Information  as  to  whether  the  record 
system  contains  Information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB„  Denver,  CO  80279,  telephone  (303) 
320-7SS3.  Information  pertaining  to  geographically  dispersed  ele¬ 
ments  of  the  record  system  may  be  obtained  from  Documentation 
Managers  at  the  applicable  Air  Force  component  listed  in  the  De¬ 
partment  of  Defense  Directory  in  the  appendix  to  the  Air  Force 
system  notice.  Requesters  shotild  be  able  to  provide  sufficient 
proof  of  identity,  such  as  name,  social  security  account  number, 
military  status,  last  Air  Reserve  Forces  unit  of  assignment,  duty 
status  or  place  of  employment,  or  other  information  verifiable  from 
the  system  record  itself. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279, 
telephone  (303)  320-7553.  Information  pertaining  to  geographically 
dispersed  elements  of  the  record  system  may  be  obtained  from 
Documentation  Managers  at  the  Air  Force  component  listed  in  the 
Department  of  Defense  Directory  in  the  appendix  to  the  Air  Force 
system  notice.  Requesters  should  be  able  to  provide  sufficient 
proof  of  identity,  such  as  name,  social  security  account  number, 
military  status,  last  Air  Reserve  Force  unit  of  assignment,  duty 
status,  or  place  of  employment,  or  other  information  verifiable 
from  the  system  record  itself. 

Contesdng  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorto:  Record  system  sources  for  information 
include,  but  are  not  limited  to,  the  following:  Headquarters  USAF, 
Air  Force  Major  Commands  and  Air  Force  installations.  Con¬ 
solidated  Base  Personnel  Offices  and  Consolidated  Reserve  Person¬ 
nel  Offices,  Air  National  Guard  Base  Comptrollers,  ARPAS  Payroll 
Offices,  other  DoD  components;  the  Internal  Revenue  Service,  So¬ 
cial  Security  Administration,  Veterans  Administration,  and  other 
federal  agencies;  financial  institutions,  educational  institutions, 
medical  institutions,  automated  system  interfaces  ,  and  state  and 
local  agencies. 

Systems  exempted  from  eertain  provisions  of  the  net:  NONE 
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F1T726  OEACYVA 

System  name:  17726  OEACYVA  Pay  and  Allotment  Records 

System  location:  At  Air  Force  Accounting  and  Finance  Center, 
Low^  AFB,  Denver  CO  80279,  and  at  Denver  Federal  Archives 
and  Record  Center,  Building  48,  Denver  Federal  Center,  Denver, 
CO,  80225 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  and  enlisted  j^rsonnel.  Air  Force  Reserve  and  Air  Na¬ 
tional  Guard  personnel.  Retired  Air  Force  military  personnel.  Air 
Force  Academy  cadets.  Dependents  of  military  personnel,  guardi¬ 
ans  of  dependents  of  military  personnel  and  custodians  of  depen¬ 
dents  of  military  personnel 

Categories  of  records  in  the  system:  applications  for  Basic  Al¬ 
lowance  for  Quarters  (BAQ);  request  for  dependency  determina¬ 
tions  for  dependent  travel;  request  for  dependency  determinations 
for  Housing  Allowance  (HOLA)  and  Cost  of  Living  Allowance 
(COLA);  requests  for  dependency  determinations  for  medical  care; 
copies  of  marriage  certificates,  birth  certificates,  annulments, 
divorce  decrees  and  adoption  papers;  certificate  of  residence 
forms;  allotment  documents  (starts,  changes  and  stops);  special  pay 
authorizations;  copies  of  allotment  vouchers;  change  of  address 
forms;  parent  dependency  affidavits;  corresp>ondence  between  the 
Air  Force  Accounting  and  Finance  (Tenter  (AFAFC)  and  members 
and  their  dependents  pertaining  to  allotments  (pay  information  ) 
and  determinations  of  deMndency;  Comptroller  General  decisions; 
General  Accounting  Office  opinions;  Judge  Advocate  General 
opinions  and  interpretative  memoranda;  Air  Force  Office  Special 
Investigation  (OSI)  reports,  interpretative  memoranda  from  plans 
and  systems  (XS)  at  AFAFC;  status  request  from  office  of  civilian 
health  and  medical  program  of  the  uniformed  services  (CHAMPUS) 
regarding  medical  care  for  children  over  age  21;  correspondence 
with  state  and  local  agencies;  American  Red  (Tross;  and  other 
material  related  to  dependency  determination  and  eligibility  of  de¬ 
pendents  for  pay  and  allowance  purposes  and  medical  care. 

Authority  for  maintenance  of  the  system:  37  USC  401 ;  37  (JSC  403 
and  10  USC  1072. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  to; 
make  determinations  of  dependency  and  or  relationship  eligibility 
entitlement  to  pay  allowances  (BAQ,  dependent  travel,  HOLA, 
COLA)  for  parents,  step-children  and  adopted  children  who  have 
income  in  their  own  right,  illegitimate  children  and  all  cases  where 
relationship  or  dependency  is  questionable;  make  determinations  of 
dependency  and  or  eligibility  entitlement  to  medical  care  for 
parents,  parents-in-law,  illegitimate  children  and  children  over  age 
21.  Copies  of  affidavits,  documents,  related  correspondence  and/or 
information  contained  therein  may  be  furnished  to  the  service 
member,  the  claimed  dependent  and/or  the  person  who  furnish 
such  information.  Copies  of  affidavits,  statements  and  related  cor¬ 
respondence  may  be  furnished  OSI  to  verify  information  submitted 
by  or  in  behalf  of  the  claimed  dependent.  Copies  of  records  may  on 
occasion  be  furnished  Federal  Bureau  of  Investigation  (FBI) 
through  OSI  for  investigation  in  possible  forgery  and  fraud  cases. 
Copies  of  records  may  on  occasion  be  furnish^  to  federal  ^en- 
cies,  including,  but  not  limited  to  FBI  for  criminal  investigations. 
Internal  Revenue  Service  (IRS),  Social  Security  Administration 
(SSA),  Civil  Service  Commission,  and  the  Veterans  Administration 
(VA),  and  to  state  and  local  agencies  for  their  own  determinations 
for  any  obligations  ,  benefits  and  privileges  that  come  under  their 
jurisdiction.  On  occasion  may  disclose  information  to  the  General 
^Accounting  Office  for  audit  purposes  and  to  Major  Commands  and 
Base  Level  Commander,  Accounting  and  Finance  Office,  and  Con¬ 
solidated  Base  Personnel  Office)  upon  their  request  for  information 
relating  to  dependency  determinations.  Notify  other  services 
(Army,  Navy,  Marine  Corps,  Coast  Guard)  on  approvals  of  BAQ  in 
behall  of  parents  and  illegitimate  chUdren  to  prevent  duplicate 
claims.  Notify  the  American  Red  Cross  of  status  of  claims  to  in¬ 
form  the  member  and/or  their  dependents.  On  occasion  may  send 
or  disclose  information  to  the  Comptroller  General  for  advance 
opinions.  On  occasion  may  disclose  information  to  members  of 
Conpess  on  request.  On  occasion  may  disclose  information  to  the 
Air  Force  Aid  Society.  Disclosures  made  pursuant  to  the  Freedom 
of  Information  Act.  Disclosures  to  the  I^partment  of  Justice  for 
criminal  prosecution,  civil  litigation  or  investigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievahility:  Filed  by  Name,  Social  Security  Number  (SSN),  or 
Military  Service  Number. 


Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stor^  in  security  file 
containers/cabinets,  protected  by  guards  and  controlled  by  person¬ 
nel  screening  and  visitor  registers. 

Retention  and  dbposid:  records  for  members  who  have  been 
separated  from  tf^e  service  are  purged  annually  and  retired  to  the 
Federal  Archives  and  Records  Center  at  Denver  Federal  Center 
with  one  exception,  records  for  which  claims  are  received  ai^or  a 
dependency  determination  is  made  after  separation,  are  retained  at 
the  AFAFC  for  six  years  after  last  detemunation  and  then  sent  to 
the  Denver  Federal  Record  Center.  Records  are  destroyed  six  years 
after  member:s  separation  from  the  service  or  last  determination, 
whichever  is  latest.  Destruction  is  accomplished  by  sale  to  a 
salvage  Co.  for  shredding,tearing  or  burning. 

System  managerfs)  and  addres:  Comptroller  of  the  Air  Force, 
He^quarters  United  States  Air  Force.  Director  Accounting  and 
Finance  United  States  Air  Force  Wash  DC  20330  (USAF) 

Nodficatioa  procedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,  Denver  CO  80279,  telephone  (303)  320- 
7553.  The  requester  should  be  able  to  provide  sufficient  proof  of 
identity,  such  as  name,  social  security  number,  service  number, 
military  status,  duty  station  or  place  of  employment. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  AFAFC/DAD,  Lowry  AFB,  Denver  CO  80279, 
teleplrane  (303)  320-7553.  The  requester  sh^d  be  able  to  provide 
sufficient  proof  of  identity,  such  as  name,  social  security  number, 
service  number,  military  status,  duty  station  or  place  of  employ¬ 
ment. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers,  financial  and  medical  institutions,  automated  system  inter¬ 
faces,  police  and  investigating  officers,  a  state  or  local  government, 
source  documents  (such  as  reports)  prepared  on  behalf  of  the  Air 
Force  by  boards,  committees,  panels,  auditors,  and  so  forth,  appli¬ 
cations  and  correspondence  from  members  for  dependency  deter¬ 
mination  for  BAQ,  dependent  travel,  HOLA,  COLA,  and  medical 
care;  correspondence  from  parents,  guardians  and  custodians  of  de¬ 
pendents,  attorneys  and  the  American  Red  Cross  pertaining  to  de¬ 
pendency  determination  and  support  of  dependents;  information 
from  otliier  components  of  the  department  of  defense. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F17730  OEACYVA 

System  name:  17730  OEACYVA  Joint  uniform  military  pay  system 
(JUMPS) 

System  location:  Air  Force  Accounting  and  Finance  Center, 
Lowry  AFB,  Denver,  CO  80279.  Air  Force  Military  Personnel 
Center,  Randolph  Air  Force  Base,  TX  78148.  consolidated  base 
personnel  offices  at  Air  Force  installations,  accounting  and  finance 
offices  at  Air  Force  bases.  At  Air  Force  Data  Systems  Design 
Center,  Gunter  Air  Force  Station,  AL  36114  (for  research  and  test 
only),  Denver  Federal  Archives  and  Records  Center,  Denver,  CO 
80225  (storage),  Recoids  Center  Annex  GSA,  PO  Box  141,  Neosho, 
MO  64850  (back-up  storage).  Information  pertaining  to  geognmhi- 
cally  dispersed  elements  of  the  record  system  (CBPO’s  a^  AFO’s) 
may  be  obtained  from  Documentation  Managers  at  the  applicable 
Air  Force  component  listed  in  the  Department  of  Defense  Directo¬ 
ry  in  the  append  to  the  Air  Force  system  notice. 

Categories  of  individnals  covered  by  the  system:  Air  Force  active 
duty  military  personnel  and  dependents.  Retired  Air  Force  military 
personnel.  Separated  Air  Force,  military  personnel,  individuals  to 
whom  active  duty  military  personnel  authorize  a  diiwt  payment  of 
a  portion  of  their  pay,  and  Officers  of  the  Air  Reserve  and  Air  Na¬ 
tional  Guard  on  extended  active  duty. 

Categories  of  records  la  the  system:  Milit^  pay  records  and  files 
including  but  not  limited  to;  master  milit^  pay  accounts,  im¬ 
mediate  access  storage,  six-months  history,  Irave  and  earnings 
statements,  federal  insurance  contribution  act  tax  and  federal  in¬ 
come  tax  withholding  contained  on  magnetic  tape,  magnetic  discs, 
microfilm,  micnrfiche  and  computer  printed  formats;  pay  authoriza¬ 
tion  conti^  files,  central  ray  authorization  file,  deferred  transac¬ 
tion  file,  reject  suspense  fue  and  daily  transaction  record.  Military 
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Ky  supporting  documents  and  vouchers  including  but  not  limited  to 
sic  pay;  special  compensation  positions  such  as  medical,  dental, 
veterinary  and  optometry;  special  pay  such  as  foreign  duty,  profi¬ 
ciency,  hostile  fire  and  diving  duty;  status  adjustments  relating  to 
entrance  on  active  duty,  absent-without-leave,  confinement,  deser¬ 
tion,  sick  or  injured,  leave,  mentally  incompetent,  missing,  in¬ 
terned.  permanent  change  of  station,  promotions  and  demotions; 
separation,  reenlistment,  reenlistment  bonus;  incentive  pay  such  as 
flying  duty,  stress  duty,  demolition  duty,  parachute  jumping  duty 
and  submarine  duty;  allowances,  such  as  basic  allowance  for  sub¬ 
sistence,  basic  allowance  for  quarters,  family  separation  al¬ 
lowances,  overseas  station  allowances,  clothing  monetary  al¬ 
lowance;  separation  payments,  death  gratuities,  time-in-service;  al¬ 
lotments  of  pay;  checks-to-banks;  federal  and  state  withhol^ng 
taxes;  court-martial  sentences  and  non-judicial  punishment;  in¬ 
debtedness  resulting  from  but  not  limited  to  overpayment  of  pay 
and  allowances  and  allotments,  other  debts  to  United  States,  cer¬ 
tain  non-govemment  debts,  and  correspondence  pertaining  to  all  of 
the  above.  Inquiries  files,  personal  financial  records  and  sundry 
Usts,  reports  and  rosters  including  but  not  limited  to  Intemsd 
Revenue  reports,  state  tax  reports.  Veterans  Administration  re¬ 
ports,  Social  Security  Administration  reports,  and  Treasury  reports. 

Authority  for  maintenance  of  the  system:  37  USC  101  et  seq.;  10 
use  265,8033,84%;  10  USC  9837  (d);  32  USC  708;  E.O.  9397. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purposes  of  these 
records  are  to  accurately  and  timely  pay  members  of  the  Air  Force, 
provide  members  periodic  comprehensive  statements  of  their  ac¬ 
counts,  and  to  respond  to  inquiries  concerning  their  accounts  at  any 
time.  US  Air  Force  components  such  as  Headquarters,  Air  Force 
Accounting  and  Finance  Center,  Major  Commands  and  Air  Force 
installations  use  these  records  to  determine  pay  due  military  mem¬ 
bers,  to  verify  pay  affecting  information,  to  collect  overpayments 
made  to  military  members,  to  provide  accrual  accounting  for  each 
covered  entitlement  of  military  pay  and  allowances,  and  to  provide 
fund  manager  reports,  internal  manager  reports  and  external  re¬ 
ports.  Other  users  include  but  are  not  limited  to  other  components 
of  Department  of  Defense  such  as  Army  and  Navy  which  may  pay 
Air  Force  members  and  initiate  claims;  other  federal  agencies  such 
as  the  Internal  Revenue  Service  for  tax  information  on  members. 
Social  Security  Admiiustration  for  information  regarding  Federal 
Insurance  Contribution  Act  tax  deducted  from  members.  Veterans 
Administration  for  information  regarding  premiums  on  serviceman's 
group  life  insurance,  the  General  Accounting  Office  for  audits, 
opinions,  and  fact-finding  information,  state  and  local  governments 
for  tax  and  welfare  information,  US  and  state  courts  for  civil  litiga¬ 
tion  and  criminal  prosecution  purposes,  members  of  Congress  for 
complaints  from  constituents  and  for  inquiries  not  generated  by 
constituents,  insurance  companies  for  allotments  made  to  them  by 
military  members,  financial  institutions  for  deposits  (checks-to- 
banks)  and/or  payments,  the  American  Red  Cross  and  the  Air 
Force  Aid  Society.  Records  may  be  disclosed  to  law  enforcement 
agencies  such  as  but  not  limited  to  office  of  Special  Investigations, 
United  States  Air  Force;  Federal  Bureau  of  Investigation;  city  and 
state  authorities  for  violations  of  law,  for  investigation  and  possible 
criminal  prosecution,  civil  court  action  or  regulatory  processes.  Dis¬ 
closures  made  pursuant  to  the  Freedom  of  Information  Act.  Disclo¬ 
sures  to  the  Department  of  Justice  for  criminal  prosecution,  civil 
litigation,  or  for  investigatory  purposes.  American  Red  Cross  uses 
this  information  to  determine  needs  of  a  member  or  his  dependents 
in  emergency  situations.  The  Air  Force  Aid  Society  uses  this  infor¬ 
mation  to  determine  needs  of  a  member  or  his  dependents  in  emer¬ 
gency  situations  and  for  verification  of  loan  applications. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders/  note  books/binders/bisible  file 
binders/cabinets/card  files,  computer  magnetic  tapes  and  main¬ 
tained  on  computer  paper  printouts,  and  on  roll  mircrofilm  and 
microfiche. 

Retricvabil^:  Filed  by  Name,  Social  Security  Number  (SSN),  or 
Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  prc^rly  screened 
and  cleared  for  need-to-know.  Records  ate  stored  in  security  file 
containers/cabinets/  locked  cabinets  or  rooms,  protected  by  guards, 
and  controlled  by  personnel  screening,  visitor  registers  and  com¬ 
puter  system  software. 


Retention  and  disposal:  local  retention  varies  from  3  to  6  years. 
At  expiration  of  local  retention,  records  are  either  destroyed  by 
tearing,  shredding,  pulpii^,  macerating  or  burning  or  transferred  by 
the  Air  Force  Accounting  and  Finance  Center  to  the  Denver 
Federal  Archives  and  Records  Center  for  varying  retention  periods 
up  to  56  years.  Destroyed  by  shredding.  Back-up  records  for  emer¬ 
gency  reconstruction  in  the  event  of  primary  record  destruction  are 
retained  by  the  Federal  Records  Center  Annex  GSA  at  Neosho 
MO.  Destruction  is  by  shredding. 

System  manager(s)  and  address:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force. 

Notification  procedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,  Denver,  CO,  80279,  telephone  (303) 
320-7553.  Information  pertaining  to  geographically  dispersed  ele¬ 
ments  of  the  record  system  may  be  obtain^  from  Documentation 
Managers  at  the  applicable  Air  Force  component  listed  in  the  De¬ 
partment  of  Defense  Directory  in  the  appendix  to  the  Air  Force 
system  notice.  Requester  should  be  able  to  provide  sufficient  proof 
of  identity,  such  as  name,  social  security  account  number,  military 
status,  duty  status  or  place  of  employment  or  other  information 
verifiable  from  the  record  itself. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  AFAFC/DAD,  Lowry  AFB,  Denver.  Colorado,  80279 
Denver,  CO,  80279,  telephone  (303)  320-7553.  the  record  system 
may  be  obtained  from  Documentation  Managers  at  the  applicable 
Air  Force  component  listed  in  the  Department  of  Defense  Directo¬ 
ry  in  the  appendix  to  the  Air  Force  system  notice.  Requester 
should  be  able  to  provide  sufficient  proof  of  identity,  such  as 
name,  social  security  account  number,  military  status,  duty  status 
or  place  of  employment  or  other  information  verifiable  from  the 
record  itself. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  financial  in¬ 
stitutions.  automated  system  interfaces,  a  state  or  local  govern¬ 
ment,  source  documents  (such  as  reports)  prepared  on  behalf  of  the 
Air  Force  by  boards,  committees,  panels,  auditors,  and  so  forth, 
military  pay  information  originating  from  telephone  inquiries  tele¬ 
graph  messages  and  correspondence  information  from  federal  agen¬ 
cies  and  other  DoD  components  and  information  from  Air  Force  in¬ 
stallations,  Major  Commands  and  USAF  Headquarters. 

Systems  exempted  from  certain  provisioos  of  the  act:  NONF. 

F17734  OEACYVA 

System  name:  17734  OEACYVA  United  States  Air  Force  Retired 
Pay  System. 

System  location:  Air  Force  Accounting  and  Finance  Center, 
Lowry  AFB  Denver  CO  80279.  Federal  Archives  and  Records 
Center,  building  48,  Denver  Federal  Center,  Denver,  Colorado 
80225.  Records  center  annex,  GSA,  P.O.  Box  141,  Neosho,  Missou¬ 
ri  64850  (back  up  storage  only).  Air  Reserve  Personnel  Center  and 
Personal  Affairs  offices  at  Air  Force  installations.  Official  mailing 
addresses  are  in  the  Department  of  Defense  Directory  in  the  Ap¬ 
pendix  to  the  Air  Force's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  and  enlisted  personnel.  Air  Force  Reserve  and  Air  Na¬ 
tional  Guard  personnel.  Retired  Air  Force  military  personnel.  De¬ 
pendents  and  survivors  of  military  personnel. 

Categories  of  records  in  the  system:  Records  include,  but  are  not 
limited  to,  retired  pay  and  annuitant  pay  master  files  with  support¬ 
ing  documentation  relating  to  entitlements,  deductions,  collections 
and  allotments.  Supporting  documents  include  but  are  not  limited  to 
the  following  Retirement  Orders,  retirement  pay  orders,  gross  pay 
statements,  statements  of  employment,  employees:  witMolding  ex¬ 
emption  certificates,  records  of  emergency  data,  retired  pay  allot¬ 
ment  authorizations,  retirees:  United  States  savings  bond  authoriza¬ 
tions,  Air  Reserve  Forces  retirement  credit  summaries,  divorce 
decrees,  computation  of  retired  pay,  death  certificates,  claims  for 
unpaid  pay  and  allowances  of  deceased  members,  marriage  cer¬ 
tificates.  adoption  papers,  guardian  papers,  birth  certificates,  elec¬ 
tion  certificates  for  retired  servicemans:  family  protection  plan 
(RSFPP),  election  certificates  for  survivor  beneiit  plan  (SBP), 
documents  pertaining  to  status  of  childrens:  schooling,  and  income 
tax  withholding  statements.  Also  included  are  listings  of  bonds,  al¬ 
lotments,  retii^  pay  and  annuitant  pay  checks,  debts  owed  the 
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government  and  direct  remittances  made  by  retirees  for  the  costs  of 
the  RSFPP  and  SBP  plans,  records  from  dependents  of  retired  mili¬ 
tary  personnel,  correspondence  related  to  retirement  entitlements 
such  as  reports  from  hospitals  and  medical  review  boards,  print¬ 
outs  of  members:  active  duty  military  pay  accounts  from  the  joint 
uniform  military  pay  system. 

Authority  for  maintenance  of  the  qratem:  10  USC  Chapters  61,  63, 
65,  67,  69,  71,  73  and  79;  5  USC  Chapter  83.  37  USC  101  et.  Seq.; 
38  USC  410 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  the  purpose  of  these 
records  is  to  accurately  and  timely  pay  the  retired  members  of  the 
Air  Force  and  their  survivors;  provide  members  periodic  statements 
of  pay;  document  and  account  for  all  disbursements  and  collec¬ 
tions;  and  to  respond  to  inquiries  concerning  the  retiree  and  annui¬ 
tant  accounts.  Records  are  used  to  establish,  maintain  and  close 
retiree  and  annuitant  pay  accounts  and  prepare  related  reports; 
compute  retired  and  annuitant  pay  and  initiate  actions  for  monthly 
pay  and  allotment  transactions;  casualty  cases  are  established  upon 
the  death  of  a  member  and  arrears  of  pay  are  computed  and 
disbursed  to  survivors;  upon  the  death  of  a  retired  member,  RSFPP 
and/or  SBP  accounts  are  established  and  survival  annuities  are 
paid.  Users  of  system  record  data  include  Headquarters  US  Air 
Force  and  the  USAF  Military  Personnel  Center  for  routine  and  spe¬ 
cial  reports  which  are  generally  statistical  in  nature,  but  occa¬ 
sionally  include  lists  of  retirees  with  related  pay  data.  Other  users 
include,  but  are  not  limited  to,  any  component  of  the  Department 
of  Defense  for  inquiries,  audit  and  document  utilization;  other 
federal  agencies  such  as  the  Internal  Revenue  Service  for  normal 
wage  and  tax  withholding  reporting,  accounting,  tax  audits  and  le¬ 
vies;  Comptroller  Genersd  and  the  General  Accounting  Office  for 
legal  interpretations  and  audits.  Disclosures  are  made  to  the  Depart¬ 
ment  of  Justice  for  criminal  prosecution,  civil  litigation  or  investiga¬ 
tion;  disclosures  are  made  to  the  Veteran's  Adininistration  regard- 

establishments,  changes  and  discontinuances  of  VA  compensa¬ 
tion  to  retirees  and  annuitants;  disclosures  are  made  to  the  Social 
Security  Administration  regarding  wages  and  Federal  Insurance 
Contributions  Act  Tax  withholding;  information  is  furnished  the 
American  Red  Cross  and  the  Air  Force  Aid  Society  for  their  use  in 
assisting  retirees  and  their  survivors;  disclosures  are  made  pursuant 
to  the  Freedom  of  Information  Act.  Information  is  supplied  to  state 
and  local  governments  for  use  as  follow-up  data  in  welfare  cases 
and  for  tax  purposes.  Also,  there  is  an  automated  interface  with  the 
joint  uniform  military  pay  system  for  data  used  to  compute  annui¬ 
tant  payments;  checks  are  sent  to  banks  for  credit  to  the  retiree:s 
and  annuitant:  s  accounts  including  payments  made  under  the  Elec¬ 
tronics  Fund  Transfer  System  (EFTS)  transmitted  through  the 
Federal  Reserve  System;  and  allotments  are  mailed  to  other  finan¬ 
cial  institutions  for  uses  such  as  insurance  premiums  and  loan 
repayments.  Information  is  also  supplied  to  the  Civil  Service  Com¬ 
mission  when  a  retiree  waives  his  military  retired  pay  in  order  to 
use  his  military  service  for  computing  his  Civil  Service  Retirement 
Annuity.  Records  are  also  used  for  extraction  or  compilation  of 
statistical  data  and  reports  for  management  studies  and  statistical 
analyses  for  use  internally  or  externally  as  required  by  Department 
of  E>efense  or  by  other  Government  agencies.  Information  is  sup¬ 
plied  to  the  courts  regarding  retiree  pay  in  garnishment  cases.  Dis¬ 
closures  are  also  made  to  attorneys,  law  firms,  and  other  (Mulies 
acting  as  executors  or  administrators  of  retirees  estates  and  infor¬ 
mation  is  provided  to  trustees  of  mentally  incompetent  members 
and  guardians  of  survivors  (children). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders/note  books/binders/visible  file 
binders/(»binets/card  files,  computer  magnetic  tapes  and  paper 
printouts,  and  on  roll  microfilm  a^  micorfiche. 

Retrievability:  Filed  by  Name,  Social  Security  Number  (SSN)  or 
Military  Service  Number. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  pn^rty  screened 
and  cleared  for  need-to-know.  Records  are  stor^  in  security  file 
containers/cabinets/vaults/  locked  cabinets  or  rooms,  protect^  by 
guards,  and  controlled  by  personnel  screening,  visitor  registers  and 
computer  system  software. 

Retention  and  disponi:  the  system  contains  differing  types  of 
records  subject  to  varied  periods  of  retention  up  to  56  years.  Find 
destruction  of  records  is  by  shredding.  Records  are  maintained  in 


the  retired  pay  division  office  while  active,  and  then  retired  to  the 
Denver  Federal  Archives  and  Records  Center.  Duplicate  records 
are  maintained  at  the  records  center  annex  at  Neosho,  Missouri  for 
storage.  Destruction  is  accomplished  by  shredding  or  burning. 

System  manager(s)  and  address:  Comptroller  of  the  Air  Force, 
Headquarters  Llnited  States  Air  Force.  Director  of  Accounting  and 
Finance  United  States  Air  Force  Washington  DC  20330  (USAF). 
Assistant  Deputy  Chief  of  Staff  Personnel  for  Military  Personnel, 
Randolph  Air  Force  Base,  TX  78148  for  Survivor  Benefit  Hans 
Briefing  records  and  spouse  notification  letters. 

Notification  procedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279,  telephone  (303) 
320-7553.  The  requester  should  be  able  to  provide  sufficient  proof 
of  identity,  such  as  name,  social  security  number,  duty  station  or 
place  of  employment,  military  status,  military  grade  or  other  infor¬ 
mation  verifiable  from  the  record  itself.  For  Survivor  Benefits 
Plans  Briefing  records  and  spouse  notification  data,  contact  the 
Systems  Manager  specified  in  the  preceding  category  or  Personal 
Affairs  officials  at  the  servicing  Air  Force  installation.  Official 
mailing  addresses  are  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  Air  Force’s  systems  notices. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279, 
telephone  (303)  320-7553.  The  requester  should  be  able  to  provide 
sufficient  proof  of  identity,  such  as  name,  social  security  number, 
duty  station  or  place  of  employment,  military  status,  military  grade 
or  other  information  verifiable  from  the  record  itself. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers,  financial,  educational,  and  medical  institutions,  automated 
system  interfaces,  a  state  or  local  government,  source  documents 
(such  as  reports)  prepared  on  behalf  of  the  Air  Force  by  boards, 
committees,  panels,  auditors,  and  so  forth.  Also  record  system 
sources  of  information  include  but  aie  not  limited  to,  the  following 
members:  survivors,  trustees  of  mentally  incompetent  members, 
guardians  of  survivors  (children),  private  law  firms  which  are  ex¬ 
ecutors  of  estates  in  casualty  cases,  the  Military  Personnel  Center 
at  Randolph  Air  Force  Base,  Texas,  and  other  government  agencies 
such  as  the  Veterans  Administration  and  the  Social  Security  Ad¬ 
ministration.  Information  also  obtained  from  the  individual. 

Systems  exempted  from  certain  provishms  of  the  act:  NONE 
F17801  OHFREZA 

System  name:  Rome  Air  Developement  Center(RADC)  manpower 
resources  expenditure  system 

System  location:  Rome  Air  Development  CenterfAC)  Griffiss 
AFB  NY  13441 

Categories  of  individuals  covered  by  the  system:  civilian  and  mili¬ 
tary  personnel  assigned  to  RADC 

Categories  of  records  in  the  system:  personnel  identification  and 
job  classification  data 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  compile  statisti¬ 
cal  reports  and  for  support  of  manpower  and  cost  accounting 
systems 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispasing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  ni^-to-know. 

Retention  and  disponi:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shrwiding, 
pulping,  macerating,  or  burning. 
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PRIVACY  ACT  ISSUANCES 


System  manager(s)  and  address:  Deputy  Chief  of  Staff,  Research 
and  Developmentn  Headquarters  United  States  Air  Force;  Comp¬ 
troller,  Rome  Air  Development  Center,  Griffiss  Air  Force  Base, 
NY 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistaiKe  in 
gaining  access  from  the  Systems  Manager. 

or  R ADC/Department  of  Administration  Griffis  Air  Force  Base 
NY 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  obtain  from  individual  and  personnel 
record 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17g01  OHZHTVA 

System  name:  Intergrated  Management  Information  and  Control 
System(IMICS) 

System  location:  Foreign  Technology  Division  cFTD)Wright-Pat- 
terson  Air  Force  Base,  Ohio  45433 
Categories  of  individuals  covered  by  the  system:  all  personnel  as¬ 
signed  to  Foreign  Technology  Division  (FTD) 

Categories  of  records  in  the  system:  identification  data-name- 
SSAN-address-security-access-grade 
Authority  for  maintenance  of  the  system:  10  USC  8012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  verify  security 
clearances-manpower  accounting-internal  uses 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Commander,  Foreign  Technology 
Division  (FTD),  Wright-Patterson  Air  Force  Base 
Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

FTD  Director  of  Administration  Wright-Patterson  Air  Force  Base 
OH  45433 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  individual 
and  verified  from  file. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17801  (U  RS  A 

System  name:  Recruiting  Advertising  Evaluation  (RAE)  System 
E806 

System  locatkm:  United  States  Air  Force  (USAF)  Recruiting  Ser¬ 
vice  (RSAV).  Randolph  AFB,  Tx  78148 
Categories  of  individuals  covered  by  the  system:  Respondents  to 
USAF  recruiting  advertisements 

Cat^ories  of  records  in  the  system:  Respondents  inquiry  record 
contaimng  name.  Social  Security  number  (SSN),  address.  Date  of 
Birth,  sex,  telephone  number  advertising  medium,  recruiting  pro¬ 
gram  in  which  interested 

Authority  for  maintenance  of  the  system:  Title  44  USC  3101 


Routine  uaes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Provides  a  means  for 
contractor  (Dialogue  Marketing  INC.,  1909  East  Cornell,  Peoria,  II 
61614)  to  fulfill  respondents  request  for  information  about  the  Air 
Force  and  to  notify  appropriate  recruiters  of  respondents  interest. 
Contractor  creates  weekly  computer  magnetic  tapes  containing 
respondents  personal  data  which  are  forwarded  to  USAF  Recruit¬ 
ing  Service,  Randolph  AFB,  Tx  78148.  Recruiting  Service  develops 
statistics  from  the  tapes  provided  to  evaluate  the  effectiveness  of 
the  advertising  program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  ia  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Retention  and  disposal:  Retained  on  comupter  magnetic  tapes  for 
two  calendar  years  at  Randolph  AFB,  Tx  78148,  Retained  for  60 
days  at  contractor  and  then  destroyed.  Retained  at  recruiting  office 
until  final  followup  action  is  completed. 

System  managerfs)  and  address:  Director  of  advertising,  USAF 
Recruiting  Service,  Randolph  AFB,  Tx  78148. 

Notification  procedure:  Requests  from  individuals  shou)d  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  Requests/Responses  from  ad¬ 
vertising  public  media. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17801  OKPNQSA 
System  name:  student  questionaire 

System  locatkm:  At  Headquarters  Air  University,  Maxwell  Air 
Force  Base,  AL  361 12. 

Acm  subsystems  are  located  at  the  following  locations  Air  War 
College  (AWC)  Air  Cottunand  and  Staff  college  (ACSC)  Squadron 
Officers  School(SOS)  Maxwell  AFB  AL  36112 

Categories  of  individuab  covered  by  the  system:  All  students  at¬ 
tending  AWC.  ACSC.  and  SOS 

Categories  of  records  in  the  system:  Questionaire  including  milita¬ 
ry  data  such  as  name, SSAN  .grade  age.flying  data,  education  data, 
personal  data  and  locator  data 

Authority  for  maintenance  of  the  system:  44  USC  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Primary  use  is  to  gather 
statistical  data  for  an^ysis  by  management  analysis  personnel,  sub¬ 
sequent  publication  of  data  in  AU  quarterly  program  summary. 
Used  by  applicable  PME  school  for  locator  and  other  administra¬ 
tive  purposes 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Class  desiginator  and 

Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dbposal:  Retained  in  office  files  until  graduation  or 
elimination  from  training,  then  destroyed  by  tearing  into  pieces, 
shriedding,  pulping,  macerating,  or  burmng. 
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System  iiuiiiafcr(>)  uid  Mldrcts:  Director  of  ManaMment  Analysis 
at  HQ  USAF  ^bmanager  at  each  applicable  schocT,  AWC.  ACSC, 
and 

Notificatioa  procedure:  Requests  should  be  addressed  to  the 
Director  of  Administration  at  the  applicable  school.  Provide  name, 
SSAN  and  class.  May  visit  office  of  Director  of  Administration  at 
the  applicable  school 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  student 
Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F17802X0OTAYZM 

System  name:  Personnel  Cost  Accounting  System  (PCAS) 

System  location:  Office  of  Plans  and  Management,  Air  Force 
Data  Service  Center  (AFDSC)  Pentagon,  Washington  D.C.  20330. 
Directorate  of  Systems  Support,  AFDSC,Pentagon,  Washington, 
D.C.  20330.  Directorate  of  OSD  Systems,  AFD^,  Pentagon, 
Washington,  D.C.  20330.  Directorate  of  Air  Staff  Programs  and 
Operations  Support  Systems,  AFDSC,  Pentagon,  Washington,  D.C. 
20330.  Directorate  of  Automated  Data  Processing  CADP  Operatins, 
AFDSC/EO,  AFDSC,  Pentagon,  Washington,  D.C.  20330.  Office  of 
ADP  Evaluation  and  Assistance,  AFDSC,  Pentagon  Washington, 
D.C.  20330.  Directorate  of  Air  Staff  Management  &  Special  Sup¬ 
port  Systems,  AFDSC,  Pentagon,  Washington,  D.C.  203M. 

Categories  of  individuals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Air  Force  civilian  employees. 

Categories  of  records  in  the  system:  Records  amount  of  time  spent 
on  various  projects/tasks,  administrative  duties,  leave.  Temporary 
Duty(tdy),  leave  without  pay(LWOP)  and  clerical  time.  Also 
records  overtime  and  compensator  time. 

Authority  lor  maintenance  of  the  system:  lOUSC  8012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  KAS  system  was 
established  to  provide  information  for  numagement  about  man¬ 
power  utilization  in  the  Air  Force  Data  Services  Center.  An¬ 
ticipated  users  of  the  PCAS  system;  Commander,  Air  Force  Data 
Services  Center.  Directors  and  Division  Chiefs,  Air  Force  Data 
Services  Center.  Functional  analysts  assigned  to  the  office  of  Plans 
and  Management,  Air  Force  Data  Services  Center.  Specifice  uses 
of  the  PCAS  data  by  all  AFDSC  management  personnel  and  by  the 
Commander  include:  Monitoring  of  manpower  resources  expended 
in  support  of  automatic  data  processing  (ADP)  projects.  Determin¬ 
ing  and  validating  requirements  for  additional  manpower.  Examin¬ 
ing  distribution  of  workload  among  the  AFDSC  directorates. 

Policies  and  practices  for  storing,  retrieviug,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Retrlevahility:  Filed  by  Social  Security  Account  Number  (SSAN). 
Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  controlled  by  computer  system  software. 

Rctcatioa  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Commander,  Air  Force  Data  Ser¬ 
vices  Center,  Pentagon,  Washington,  D.C.  20330.  (Thief,  Manage¬ 
ment  Information  Team,  AFDSC,  Pentagon,  Washington,  D.C. 
20330. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  proc^nres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 


the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  the  in¬ 
dividual. 

Systems  exempted  from  certain  provisfcms  of  the  act:  NONE 
F18201  DAC  A 

System  name:  18201  DAC  A  Air  Force  Postal  Directory  File 

System  location:  Air  Force  postal  and  courier  service  activities. 
Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary  personnel  and  civilian  employees.  Retired  Air  Force  military 
personnel.  Contracting  officers  and  representatives,  American  Red 
Cross  and  State  Department  Personnel. 

Categories  of  records  in  the  system:  Directory  cards  for  per- 
manenUy  assigned  personnel,  transient  personnel,  such  as  students 
at  schools,  temporary  duty  personnel  who  have  departed  for  their 
place  of  duty,  and  individuals  awaiting  an  assignment  to  another 
Air  Force  duty  location. 

Authority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  forwarding  and 
directorizing  individual  personal  mail  received  by  Air  Force  postal 
activities,  and  for  assignment  of  individual  mail  boxes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets  card  files. 

Retrlevahility:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties.  Records  are  stored  in  locked 
cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  six  months 
after  reassignment,  separation,  or  de{^ure  from  the  servicing 
postal  activity,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating  or  burning. 

System  manager(s)  and  address:  Director  of  Administration, 
Headquarters  United  States  Air  Force.  Submanagers  include  the 
Chief,  Central  Base  Administration  at  each  Air  Force  installation. 
Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  Appendix  to  the  Air  Force’s  systems  notices. 
Washington  D.C.  20330 

Notification  procedure:  Individuals  may  be  notified  of  whether  the 
system  contains  a  record  pertaining  to  them  by  writing  to  the  Chief, 
Central  Base  Administration  at  the  location(s)  where  postal  directo¬ 
ry  services  were  provided. 

Record  access  procedures:  Individuals  may  obtain  assistance  in 
gaining  access  as  mdicated  in  the  notification  procedures  above. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F18202  HC  A 

System  name:  Current  Official  Active  Duty  Chaplains  Mailing  List 

System  locatioo:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

At  Headquarters  Air  University,  Maxwell  Air  Force  Base,  AL 
36112. 

Catroories  of  individimb  covered  by  the  system:  Air  Force  active 
duty  Officer  personnel.  ' 

Categories  of  records  in  the  system:  Current  Official  Mailing  Ad¬ 
dress 

Authority  for  maintenance  of  the  system:  Title  10  USC  8012  and 
Tide  10  use  8034 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintenance  of  (Turrent 
Official  Active  Duty  Chaplain  Mailing  List 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoaing  of  records  in  the  system: 

Storage:  Form  is  Destroyed  after  New  Address  Entered  on  Offi¬ 
cial  M^ng  List  at  AUIPD/HCX 
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PRIVACY  ACT  ISSUANCES 


Rctricvabillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  address:  Chief  of  Chaplains,  Headquarters 
United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Senior  Chaplain  at  New  Unit  of  Assign¬ 
ment 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F19001  AA  AB 

System  name:  19000  Public  Affairs  References 
System  location:  At  the  Office  of  the  Secretary  of  the  Air  Force, 
Washington  DC  20330. 

Categories  of  individuals  covered  by  the  system:  Mihtary  and 
civilian  officials  of  the  Federal  Government  (including  Presidential 
Appointees),  prominent  Americans  in  and  out  of  government  who 
are  involved  in  defense  matters,  and  reporters  and  syndicated 
columnists  or  commentators  who  write  on  defense  matters. 

Categories  of  records  in  the  system:  For  military  and  civilian  offi¬ 
cials  of  the  Department  of  Defense  and  for  Presidential  Appoin¬ 
tees;  copies  of  official  biographies  released  by  the  Department  of 
Defense  or  by  the  White  House.  A  speech  sub-system  may  contain 
copies  or  excerpts  of  speeches  by  military  and  civilian  Federal 
Government  officials  speaking  about  defense  matters.  A  clippings 
sub-  system  may  contain  news  media  clippings  about  activities  or 
statements  of  prominent  Americans 
Authority  for  maintenance  of  the  system:  10  USC  133. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  respond  to  requests 
from  Air  Force  and  Department  of  Defense  officials  for  any  of  the 
following  information:  biographical  material  about  key  government 
officials;  public  statements  by  government  officials  about  defense 
matters;  defense  related  statements  or  activities  of  prominent 
Americans,  as  reported  in  news  media;  or  publishing  Ustory  of 
writers  on  defense  matters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders.  Maintained  in  note 
books/binders. 

Retiievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  in  active  files  during  an  offi¬ 
cial’s  incumbency  (for  Federal  Government  officials),  until  the  in¬ 
dividual  is  no  longer  actively  involved  in  defense  matters,  or  until 
the  writer  stops  writing  about  defense  matters.  Then  placed  in  inac¬ 
tive  file  where  they  are  retained  until  no  longer  needed  for 
reference.  Then  destroyed  by  tearing  into  pieces,  shredding,  pulp¬ 
ing,  macerating,  or  burning. 

System  managerfs)  and  address:  Administrative  Assistant  to  the 
Secretary  of  the  Air  Force,  Room  4D-881,  The  Pentagon,  Washing¬ 
ton  DC  20330. 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accen  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


Record  source  categories:  Information  obtained  from  the  public 
media.  Information  obtained  from  source  documents  (such  as  re¬ 
ports)  prepwd  on  behalf  of  the  Air  Force  by  boards,  committees, 
panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F19001  Of  B 

System  name:  Biographies  of  Officers  and  Key  Civilians  Assigned 
to  SAF/Ol 

System  locatioa:  Secretary  of  the  Air  Force  Office  of  Information 
(SAF/OI),  Room  4D926,  Washington  DC  20330 

Categories  of  individuals  covered  by  the  system:  Officers  and  key 
civilians  (grade  GS-10  or  higher)  currently  assigned  to  positions  in 
the  Secret^  of  the  Air  Force  Office  of  Information  and  its  com¬ 
ponent  divisions. 

Categories  of  records  in  the  system:  Biographical  information  in¬ 
cluding  summary  of  military  service,  educational  background, 
mariuJ  status  and  special  interests. 

Authority  for  maintenance  of  the  system:  S  United  States  Code 
301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Serves  as  a  ready 
reference  of  assigned  personnel  for  the  Director  of  Information, 
Office  of  the  Secretary  of  the  Air  Force;  used  in  preliminary  per¬ 
sonnel  evaluations  for  reassignment  within  the  Secretary  of  the  Air 
Force  Office  of  Information  and  throughout  the  Information  field. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievahility:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  necd-to-know. 

Records  are  stored  in  safes. 

Retentioa  and  dispoal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manages)  and  address:  Director  of  Information,  Office 
of  the  Secretary  of  the  Air  Force  (SAF/OI) 

Notifkatioa  procedure:  Requests  for  information  should  be  ad¬ 
dressed  to  the  Executive,  Secretary  of  the  Air  Force  Office  of  In¬ 
formation  (SAF/OI),  Washington  DC  20330,  telephone  (202)  OX- 
S5227.  Personal  visit  may  be  made  to  the  system  location  in  room 
4D926,  The  Pentagon,  Washington  DC. 

Record  access  procedures:  Individual  can  obtain  assistance  from 
the  Executive.  Secretary  of  the  Air  Force  Office  of  Information, 
address  as  above. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Information  obtained  from  trade  associations. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  the  public  media. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
^  F19001  OI  AB 

System  name:  Official  Biographies 

System  locatioa:  Biographies  of  active  duty  general  officers  and 
high  level  civilian  personnel  of  the  Department  of  the  Air  Force  are 
maintained  at  the  Conunand* Services  Unit  (SAF/OIIC),  Bolling  Air 
Force  Base,  DC  20332,  and  at  the  Internal  Information  Division, 
Secretary  of  the  Air  Force  Office  of  Information  (SAF/OII),  Room 
SC-941,  llie  Pentagon,  Washington  DC  20330.  Record  system  seg¬ 
ments  or  duplicates  j^rtaining  to  active  duty  general  officers  may 
be  found  at  the  Office  of  Information  at  headquarters  of  major 
commands  and  at  all  levels  down  to  and  including  Air  Force  instal¬ 
lations.  Official  mailing  addresses  are  in  the  Depart-  ment  of 
Defense  Di^tory  in  the  appendix  to  the  Air  Force’s  systems 
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notice.  Also  at  Air  Force  libraries,  offices  of  air  attaches  to  United 
States  Embassies  Air  Force  sections  of  Military  Assistance  Ad¬ 
visory  Groups  and  missions,  unified  activities  and  unified  com¬ 
mands.  Additional  locations  include  the  Air  Force  Chief  Historian 
(HQ  USAF/CHO),  Washington  DC  20330;  Assistant  for  General 
Officer  Matters  (DCS/P),  Washington  DC  20330;  and  the  Aero¬ 
space  Historical  Foundation,  University  of  Kansas.  Biographies  of 
retired  Air  Force  general  officers  are  located  at  the  Public  Informa¬ 
tion  Division,  Secretary  of  the  Air  Force  of  Information 
(SAF/OIP),  Room  4C-922,  The  Pentagon,  Washington  DC  20330, 
and  at  the  Retired  Activities  Section,  Assistant  DCS/Personnel,  Air 
Force  Military  Personnel  Center  (AFMPC/  AFPMSDMI),  Randolph 
Air  Force  Base  TX  78148.  Biographies  of  key  civilian  employees  of 
the  Office  of  the  Secretary  of  the  Air  Force  and  of  Headquarters, 
United  States  Air  Force,  are  located  at  the  Director  of  Civilian  Per¬ 
sonnel,  1143rd  Support  Squadron,  Washington  DC  20330,  and  at  the 
office  of  the  Administrative  Assistant  to  the  Secretary  of  the  Air 
Force,  Room  4D-881,  The  Pentagon,  Washington  DC  20330.  Bi^ra- 
phies  of  key  civilian  employees  at  sub-  ordinate  organizational 
levels  may  found  at  the  office  of  the  Director  of  Civilian  Per¬ 
sonnel.  Biographies  of  Air  Reserve  general  officers  are  at 
Headquarters  USAF/REL,  Washington  20330.  Record  system 
segments  or  duplicates  may  be  found  at  the  Office  of  Information 
at  headquarters  of  the  United  States  Air  Force,  major  commands 
and  major  sub-  ordinate  commands.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  system  notice.  At  the  Air  Force  Military  Personnel  Center 
(AFMPC/DPMYR),  Randolph  Air  Force  Base  TX  78148;  Headquar¬ 
ters,  Air  Force  Reserve  (Commander  and  Information  Office), 
Robins  Air  Force  Base  GA  31098;  Air  Reserve  Personnel  Center 
(Commander  and  Information  Office),  3800  York  Street,  Denver 
CO  80205;  Headquarters,  Military  Airlift  Command  (CSB),  Scott 
Air  Force  Base  IL  62225;  Secretary  of  the  Air  Force,  Manpower 
and  Reserve  Affairs  (MRR),  Washington  DC  20330;  the  Reserve 
Forces  Policy  Board,  Washington  DC  20330;  and  the  offices  of  all 
Air  Force  Reserve  general  officers.  Biographies  of  Air  National 
Guard  general  officers  are  located  at  the  National  Guard  Bureau, 
Washington  DC  20310.  Record  system  segments  or  duplicates  may 
be  found  at  Department  of  the  Army  major  divisions  and  installa¬ 
tions  and  at  Department  of  the  Air  Force  headquarters  of  major 
commands  an4  separate  operating  agencies.  Official  mailing  ad¬ 
dresses  are  in  the  Depart-  ment  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force's  systems  notice.  At  Army  readiness  regions; 
offices  of  Army  Guard  and  Air  National  Gua^  Liaison  Officers; 
the  Aerospace  Audio-Visual  Service,  Norton  Air  Force  Base  CA 
92404;  the  Office  of  the  Secretary  of  Defense;  the  Office  of  the 
Secretary  of  the  Navy;  The  Library  of  Congress;  the  Air  Force  As¬ 
sociation;  the  Army  Association;  the  Reserve  Officers  Association; 
Air  Force  libraries'  the  Air  War  College;  the  offices  of  all  National 
Guard  and  Air  National  Guard  general  officers;  and  the  offices  of 
state  Adjutants  General.  Specific  addresses  may  be  obtained  from 
the  National  Guard  Bureau.  Biographies  and  biographical  files  for 
National  Medical  Consultants  are  filed  at  the  office  of  the  Special 
Assistant  for  Information  to  the  Surgeon  General,  USAF,  Forrestal 
Building,  Washington  DC  20314.  Biographies  prepared  under  the  of¬ 
ficial  biographies  program  for  key  military  and  civilian  personnel  of 
other  Air  Force  organizations  may  be  found  at  the  Office  of  Infor¬ 
mation  at  headquarters  of  major  commands  and  at  all  levels  down 
to  and  including  Air  Force  installations.  Official  mailing  addresses 
are  in  the  Department  of  Defense  directory  in  the  appendix  to  the 
Aif  Force’s  systems  notice. 

Categories  of  individiials  covered  by  the  system:  The  Secretary  of 
the  Air  Force;  Under  Secretary  and  Assistant  Secretaries  of  the  yVir 
Force;  Air  Force  general  officers  on  active  duty  or  retired;  Air 
Reserve  and  Air  Naional  Guard  general  officers;  Air  Force  person¬ 
nel  assigned  as  pilots  to  the  Manned  Space  Program;  statutory  ap¬ 
pointees  and  key  military  and  civilian  personnel  of  the  Department 
of  Defense  and  Presidential  Appointees  in  the  Federal  Government; 
National  Medical  Consultants;  and  key  military  and  civilian  person¬ 
nel  at  all  Air  Force  organizations. 

Categorks  of  records  in  the  system:  Bio^phical  information  in¬ 
cluding,  but  not  limited  to,  summary  of  military  service  (including 
dates  and  locations  of  assignments  and  dates  of  promotions),  milita¬ 
ry  honors  and  awards,  educational  background,  date  and  place  of 
birth,  marital  status,  name  of  spouse  and  family,  and  additional 
personal  information  provided  by  the  individual.  For  civilian  and 
military  personnel  of  the  Depart-  ment  of  Defense,  may  include 
formal  biographies  released  by  the  Department  of  Defense;  for  Pre¬ 
sidential  Appointees  wiU  include  biographical  material  released  by 


the  White  House.  May  also  include  news  media  clippings  and/or 
photographs. 

Authority  for  maintenance  of  the  system:  5  USC  301,  10  USC  133, 
10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Biographies  and  bio¬ 
graphical  files  are  prepared  and  maintained  to  support  the  Air 
Force  policy  to  keep  its  members  and  the  public  informed  about 
the  Air  Force  and  its  leaders.  In  their  final  form,  biographies -are 
considered  published,  'public  domain'  material  and  may  be  released 
to  any  requester.  Biographies  may  be  used  as  resource  documents 
for  news  releases  or  other  public  information  purposes.  Copies  of 
general  officer  biographies  are  included  in  official  personnel 
records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders.  Maintained  in  note 
books/binders.  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Normally,  records  are  accessed  by  the  custodian  of 
the  record  system  and  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  For  records  of  retired  officers  and  Na¬ 
tional  Medical  Consultants:  retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieced,  shredding,  pulping,  macerating,  or 
burning.  All  other  records  are  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  For  biographies  of  general  of¬ 
ficers  (active  duty  and  retired).  Director  of  Information,  Office  of 
the  Secretary  of  the  Air  Force  (SAF/OI),  Washington  DC  20330. 
For  biographies  of  key  civilian  and  militaiyr  personnel  assigned  to 
the  Office  of  the  Secretary  of  the  Air  Force  or  for  biographical 
files  on  officials,  including  Presidential  Appointees,  of  the  Federal 
Govern-  ment,  the  Administrative  Assistant  to  the  Secretary  of  the 
Air  Force,  (SAF/AA),  Washington,  DC  20330.  For  biographical 
files  of  National  Medical  Consultants,  the  Special  Assistant  for  In¬ 
formation  to  the  Surgeon  General,  USAF,  Forrestal  Building, 
Washington  DC  20314. 

NoUficatkin  procedure:  Requests  from  individuals  should  be 
directed  to  Commander,  Command  Services  Unit  (SAF/OllC), 
Bolling  Air  Force  Base  DC  20332,  Telephone:  (202)767^527;  for  all 
biographies  of  active  duty  general  officers  and  key  civilians  as¬ 
signed  to  the  Office  of  the  Secret^  of  the  Air  Force  or  to 
Headquarters  Air  Force.  For  biographies  of  Air  Reserve  general  of¬ 
ficers,  at  Headquarters  USAF/REL;  for  Air  National  Guard  general 
officers,  at  the  National  Guard  Bureau;  and  for  retired  general  of¬ 
ficers,  at  the  Public  Information  Division  (SAF/OIP),  mailing  ad¬ 
dresses  in  the  Department  of  Defense  directory  in  the  appendix  to 
the  Air  Force’s  system  notice.  For  biographies  of  officials,  includ¬ 
ing  Presidential  Appointees,  in  the  Federal  Government,  and  for 
National  Medical  Consultants,  direct  requests  to  the  Systems 
Manager.  For  all  other  biographies,  address  requests  to  the  Office 
of  Information  at  the  appropriate  level. 

Record  acccm  procedures:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice.  Individual  can  obtain  assistance  from  the  Com¬ 
mander,  Command  Services  Unit,  the  National  Guard  Bureau, 
Headquarters  USAF/REL,  the  PubUc  Information  Division 
(SAF/OIP),  the  Systems  Manager,  or  the  Office  of  Information  at 
the  appropriate  level. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  the  public 
media.  Information  obtained  from  source  documents  (such  as  re¬ 
ports)  prepared  on  behalf  of  the  Air  Force  by  boards,  committees, 
panels,  auditors,  and  so  forth.  Biographies  prepared  by  the  Air 
Force  are  subject  to  final  review  by  the  individual  concerned  be¬ 
fore  publication. 

Systems  exempted  from  certaia  provishms  of  the  act:  NONE 
F19001  SAFOI 

System  name:  Special  Events  Planning  -  Protocol 

System  location:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice.  At  USAF  Recruiting  Service 
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offices.  Official  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  Um  appendix  to  the  Air  Force’s  systems 
notice. 

Categories  of  individvab  covered  by  the  system:  Non-Air  Force 
civilians,  generally,  but  not  limited  to  civilian  leaders  of  the  local 
community.  Segments  of  the  system  may  be  specialized;  e.g.  active 
and  retired  military  persons  identi-  fied  by  special  interests, 
teachers  or  other  persons  in  governmental  agencies  qualified  or 
considered  to  lecture  in  Air  Force  training  courses. 

Categories  of  records  in  the  system:  Biographical  data  usually  in¬ 
cluding,  but  not  limited  to:  name;  business  and  home  address  and 
telephone  numbers;  name  of  spouse  and  family;  desciiptioo  of  posi¬ 
tions  in  business  and  community  affiliations  with  Air  Force- 
oriented  civic  organizations;  photographs.  May  include  summaries 
of  circumstances  of  visits  to  the  installation. 

Authority  lor  maintenance  of  the  system:  S  USC  301;  10  USC 
8012;  44  USC  3101 

Routine  uses  of  records  maintained  in  the  system,  iacinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  serve  as 
refereiKe  for  planning  official  functions,  reporting  to  higher 
headquarters,  selecting  lecturers  for  training  courses,  and  sub¬ 
mitting  nominations  for  Air  Force  or  Depart-  ment  of  Defense  con¬ 
ferences  or  other  functions.  Systems  arc  used  by  Information  Of¬ 
ficers,  Executive  Officers,  Protocol  Officers,  or  Conunanders  for 
the  above  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders.  Maintained  in  note 
books/binders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person(s)  responsible  for  servicing 
the  record  system  in  performance  of  their  official  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  sto^  in  locked 
cabinets  or  rooms. 

Rctentioo  and  dispaaal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  address:  Commander  of  the  Air  Force  in¬ 
stallation  concerned.  Official  mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice.  • 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Office  of  Information,  for  public  affairs  planning,  or 
the  Executive  Officer  or  Office  for  Protocol,  for  protocol  system 
segments.  Requests  regarding  systems  for  selection  of  lecturer 
should  be  addressed  to  the  particular  school  or  training  unit,  e.g. 
USAF  Special  Operations  School  (EDPT),  Eglin  AAF  9,  FL  32544. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manage.  Mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice.  Or  from  the  notification  request  addressee. 

ContestlBg  record  proc^urcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  the  public 
media.  Information  (Stained  from  a  state  or  local  government.  In¬ 
formation  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  innels, 
auditors,  and  so  forth.  Also  Federal  agencies  staff  recommenda¬ 
tions. 

Systeflu  exempted  from  certain  provisioiis  of  the  act:  NONE 
F19002  A58WWYK 

System  name:  Home  Town  News  Release  Background  Data  File 
System  locatioa:  United  States  Air  Force  Home  Town  News 
Center,  Tinker  Air  Force  Base,  OK  73145.  Subsystems  of  the  main 
system  may  be  located  at  the  Information  Office  of  the  Air  Force 
Base  or  Air  National  Guard  or  Air  Force  Reserve  or  similar  instal¬ 
lation  to  which  an  individual  is  assigned. 

Categories  of  faHiividaals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel.  Air  Reserve  or  Air  National  Guard 
personnel  recently  selected  for  promotion,  reassigned,  awarded  a 


medal  or  decoration,  or  who  otherwise  participated  in  a  | 
newsworthy  event.  I 

Categories  of  records  in  the  qrstem:  Biographical  information  in-  ] 
eluding,  but  not  necessarily  limited  to  name,  current  grade,  marital 
status,  local  address,  name  and  address  of  parents,  educational  > 

background,  and  m^tary  history;  photographs.  Information  is 
usually,  but  not  necessary,  contain^  in  a  USAF  Home  Town  . 
News  Relea.se  Form  or  similar  form.  i 

AnthorRy  for  maintmanrr  of  the  system:  5  USC  301  and  10  USC 

8012.  I 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pnrpooes  of  such  uses:  Preparation  of  news 
releases  for  distribution  to  newspapers  and  broadcast  stations 
throughout  the  United  States. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoaiag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders.  Maintained  in  visible  file  bin¬ 
ders/cabinets. 

Retrievability:  Filed  by  name  within  date  of  release. 

Safeguards:  Records  arc  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  ofneial  duties. 
Records  arc  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  Home  Town  News  Center 
files  until  90  days  after  monthly  cut-off.  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning.  Local  files 
may  be  retained  for  one  year  and  are  then  destroyed  by  tearing  into 
pieces,  shredding,  pulping,  macerating,  or  burning. 

System  maaagrrfs)  and  address:  Director  of  Information,  Office 
of  the  Secretary  of  the  Air  Force.  Washington,  DC  20330. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Commander,  USAF  Home  Town  News  Center,  Tinker 
AFB  OK  7314S.  When  inquiring  about  a  subsystem  inquiries  should 
be  addressed  to  the  Information  Officer  at  the  base  or  installation 
of  the  individual’s  assignment.  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force  systems 
notice. 

Record  accem  praccdarci:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Commander,  USAF  Home  Town  News 
Center  or  the  installation  Information  Officer. 

Coutealiag  reeard  procedarei:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  oouroc  categories:  Information  obtained  from  the  in¬ 
dividual. 

Systeam  from  certain  provisions  of  the  act:  NONE 

F20(M2  05HCHLA 

System  nanm:  20002  05HCHLA  Operations  Security  File  for 
Foreign  Intelligence  Collection  Activities 

System  localioa:  7602  AINTELG/INOB,  Ft  Belvoir,  VA  22060 

Categories  of  iudividnali  covered  by  the  system:  Air  Force  active 
duty  officer  and  enlisted  personnel.  Air  Force  civilian  employees 
and  former  employees.  Retired  Air  Force  military  personnel. 
Primarily  foreign  natioruds 

Categories  of  records  in  the  system:  AFOSI  Records  of  investiga¬ 
tion  and  AFIS  correspondence  incidental  to  AFOSI  investigations. 
Correspondence  reporting  incidents  having  security  ramifications 
bearing  on  U.S.  collection  activities  abroad.  Studies  of  com¬ 
promised  U.  S.  intelligence  collection  projects  abroad  and  cor¬ 
respondence  thereto 

Authority  for  maiatfuaurc  of  the  system:  National  Security  Act  of 
1947,  as  amended. 

Routine  uses  of  records  maiutatoed  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Routine  internal 
7602/AFIS  reference  materials  used  for  internal  orientation  and 
study  for  object  lesson  guides  for  routine  instruction  to  support 
operational  security  in  U.  S.  foreign  intelligence  collection  opera¬ 
tions 

Policies  and  practioes  for  storing,  retrieving,  accessing,  retaining, 
and  dispoiing  of  records  in  the  qrstem: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 
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Safeguards:  Records  are  accessed  by  custodian  of  tbe  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  safes. 

Rctentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation.  Then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  addren:  Assistant  Chief  of  Staff,  Intel¬ 
ligence,  Headquarters  United  States  Air  Force. 

Notifkatlon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Rmrd  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Contesdng  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  AFOSI  re¬ 
ports,  studies  and  source  documents  pertaining  to  foreign  intel¬ 
ligence  collection  operations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F20002  05HCHLB 

System  name:  20002  OSHCHLB  DIA  Source  Administration  Pro¬ 
gram  for  Foreign  Intelligence  Collection  Activities 
System  location:  7602  AINTELG/INOB,  Ft  Belvoir,  VA  22060 
and  subordinate  units:  Det  1,  APO  San  Francisco  %525;  Det  2, 
APO  San  Francisco  %301;  Det  3,  APO  San  Francisco  %280;  Det  5, 
APO  San  Francisco  %346;  Designation  and  location  of  one  over¬ 
sea  unit  is  classified.  Headquarters,  Foreign  Technology  Division 
(FTD),  Wright-Palterson  AFB,  Ohio  47433;  Det  3/FTD,  APO  New 
York  0%33;  Det  4/FTD,  APO  San  Francisco  %328. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  personnel.  Retired  Air  Force  military  personnel.  Foreign 
Nationals  residing  in  the  United  States.  US  Citizens  resident  aliens 
and  foreign  nationals  overseas  who  are  sources  or  support  assets 
for  foreign  intelligence  collection  operations 
Categories  of  records  in  the  system:  Biographic  data  and  records 
incidental  to  utilization  in  foreign  intelligence  collection  operations 
Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  Public  Law  257,  July  26,  1947  (61  Stat  495). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  internal 
reference  relative  to  use  or  possible  use  in  foreign  intelligence  col¬ 
lection  operations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders.  Maintained  in  note 
books/binders.  Maintained  on  computer  paper  printouts.  Maintained 
on  roll  microfilm.  Maintained  on  aperture  cards. 

Retrievability:  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person(s)  responsible  for  servicing 
the  record  system  in  performance  of  their  ofheial  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabinets.  Records  are  stored  in  safes. 

RetentkHi  and  disposal:  Prior  to  destruction,  files  are  screened, 
purged  of  extraneous  material,  and  microfilmed.  Microfilm  retained 
'  indefinitely. 

System  managcr(s)  and  address:  Assistant  Chief  of  Staff,  Intel¬ 
ligence,  Headquarters  United  States  Air  Force.  Washington  DC 
20330.  Submanager:  Chief,  Foreign  Acitivities  Division,  FTD, 
Wright-Patterson  AFB,  Ohio  45433. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager  or  Submanager,  as  appropriate. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  System  Manager  or  Submanager,  as  ap¬ 
propriate. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


Record  source  categories:  Information  obtained  from  bk>^phical 
data  and  records  incident  to  foreign  intelligence  coUectionopera- 
tions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F20002  05HCHLC 

System  name:  20002  05HCHLC  Events  and  Installation  File 
System  location:  7602  AINTELG/INXE,  Ft  Belvoir,  VA  22060 
and  AF  Intelligence  Service  (AFIS/IND)  Washington  DC  20330 
Categories  of  individuals  covered  by  the  s^rstem:  Individuals  having 
access  to  people,  agencies,  organizations,  institutes,  and  companies 
in  foreign  countries  of  intelligeiKe  interest. 

Categories  of  records  in  the  system:  Occupational  and  travel  infor¬ 
mation  derived  from  Intelligence  Reports,  Visa  Requests,  Trip  Re¬ 
ports,  Open  Source  Documents,  news  media,  and  Trade  and 
Professional  Publications 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  potential 
source  of  positive  foreign  intelligence  information 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes  and  roll 
microfilm. 

Retrievability:  Filed  by  Name,  organization  and  activity. 
Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  per$on(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabinets . 

Retention  and  disposal:  Retained  until  no  longer  needed. 
Destroyed  by  conventional  computer  purge  action. 

System  manager(s)  and  address:  Assistant  Chief  of  Staff,  Intel¬ 
ligence,  Headquarters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  intelligence 
reports,  visa  requests,  trip  reports,  open  source  documents,  news 
media,  trade  and  professional  publications. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F20002  05HCHLD 

System  name:  20002  05HCHLD  Master  Alpha  Resource  List 
(MARLA) 

System  location:  7602  AINTELG/INXE,  Ft  Belvoir,  VA  22060 
and  AF  Intelligence  Service  (AFIS/IND)  Wash  DC  20330 
Categories  of  individuals  covered  by  the  system:  Individuals  having 
access  to  people,  agencies,  organizations,  institutes,  and  companies 
in  foreign  countries  of  intelligence  interest 
Categories  of  records  in  the  system:  Occupational  and  travel  infor¬ 
mation  derived  from  Intelligence  Reports,  Visa  Requests,  Trip  re¬ 
ports,  Open  Source  Documents,  news  media,  and  Trade  and 
Professional  Publications 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  potential 
source  of  positive  foreign  intelligence  information 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes  and  on  roll 
microfi^. 

Retrievability:  Filed  by  Name,  Occupation,  ethnic  group,  lan¬ 
guage  capability 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
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and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabinets . 

Rcteotioa  and  diapocal:  Retained  until  no  longer  needed. 
Destroyed  by  conventional  computer  purge  action. 

Systcoi  raanagerfs)  and  addreas:  Assistant  Chief  of  Staff,  Intel¬ 
ligence,  Headquarters  United  States  Air  Force. 

Nodfkadon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Coulcsting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appeahng  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  intelligence 
reports,  visa  requests,  trip  reports,  open  source  documents,  news 
media,  trade  ana  professional  publications. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F20S01  SPI  A 

System  name:  Requests  for  Access  to  Classified  Information  by 
Historical  Researchers 

System  location:  SAF/OlPM  Pentagon  4C-9I4  Washington  DC 
20330 

Categories  of  individuals  covered  by  the  system:  All  persons  out¬ 
side  the  Executive  Branch  of  the  United  States  Government  who 
request  access  to  classified  information  for  historical  research  pur¬ 
poses. 

Categories  of  records  in  the  system:  Basic  biographical  data  on  the 
requestor,  letters  of  requests,  letters  granting  access  or  denial  and 
statement  signed  by  the  requestor  explaining  the  conditions  govern¬ 
ing  access. 

Authority  for  maintenance  of  the  system:  Title  lOUSC  8012,  Title 
44USC3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  I^rpose  of  the  record  is 
to  determine  the  trustworthiness  of  individuals  for  whom  access  is 
requested,  authorize  or  deny  access  based  on  this  determination 
and  prescribe  locations,  schedules  and  circumstances  in  which 
research  may  be  conducted.  Biographical  data  is  disseminated  to 
the  Defense  Investigative  Service,  the  Department  of  Justice,  the 
Air  Force  Office  of  Special  Investigations  and  the  Air  Force  Per¬ 
sonnel  Security  Group. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainaig, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguvds:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  safes. 

Retentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  addres:  Chief  of  Security  Police, 
Headquarters  United  States  Air  Force. 

Chief  Magazine  and  Book  Branch,  Secretary  of  the  Air  Force, 
Office  of  Information. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

,  Chief  Magazine  and  Book  Branch,  Secretary  of  the  Air  Force, 
Office  of  I^ormation.  Written  r^uests  should  be  notarized.  Per¬ 
sonal  visits  require  msitive  identification  such  as  Military  ID  card, 
drivers  license,  SSAN,  date  of  birth,  etc. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  prot^nres:  The  Air  Fprcc’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 


the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  police  and 
investigating  officers. 

Department  of  Justice. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F20501  OUMCBVA 

System  namr:  20S01  OUMCBVA  Compartmented  Intelligence  Ac¬ 
cess  Roster 

System  locatioa:  USAFSS  INS  San  Antonio  TX  78243 

Catefories'of  indiTiduab  covered  by  the  system:  Army,  Navy  and 
Marine  Corps  active  duty  military  personnel.  Air  Force  active  duty 
officer  and  enlisted  personnel.  Air  Force  civilian  employees.  Air 
Force  Reserve  pcrsotuicl. 

Categories  of  records  in  the  system:  Automated  line  entries. 

Authority  for  maintemuice  of  the  system:  44  USC  3301;  10  USC 
8012. 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  locate  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  corrqruter  paper  printouts. 

RetrievaMlity:  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Retentiaa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  address:  HQ  USAFSS  INS  San  Antonio 
TX  78243. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  is  obtained  from  special 
security  files. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F205«3DA1  A 

System  name:  Nomination  Files  of  Persotuiel  Evaluated  for  Pre¬ 
sidential  Support  Duties 

System  locatioa:  Primary  System  at  the  Personnel  Security 
Group,  Directorate  of  Admiinistratio. 

At  Headquarters  United  States  Air  Force,  Washington  DC  20330. 
Decentralize  Segments  at  major  cortunand  headquarters.  Directors 
of  Security  Pcdice  and  at  rraminating  units  and  Chiefs,  Security  Po¬ 
lice  for  units  and  installations  having  a  Presidential  Support  mis¬ 
sion. 

Categories  of  individnalii  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  persormel. 

Air  Force  civilian  employees. 

Applicants  nominated  or  assigned  to  authorized  designated  posi¬ 
tions  involving  Presidential  Support  duties  on  either  a  full  or  part- 
time  basis. 

Categories  of  records  in  the  system:  Nomination  Files  include  in¬ 
vestigative  reports  of  Special  Background  Investigation  by  the 
Defense  Investigative  Smvice  and  reports  by  other  Fede^  in¬ 
vestigative  agencies,  commander  review  letters,  unit,  installation 
and  major  conunand  Security  Police  transmittal  letters,  medical 
evaluations  and  statements,  statements  by  nominees,  summaries 
and  rationale  and  evaluations  of  investi^tive  information,  cor¬ 
respondence  between  the  Personnel  Security  Group  and  Air  Staff 
offices,  the  Defense  Inve^igative  Service,  major  commands,  unit 
conunanders,  Quefs  Security  Police,  nominees,  the  Offices  of  the 
Secretary  of  the  Air  Force  and  the  Office  of  the  Military  Assistant 
to  the  Special  Assistant  to  the  Secretary  and  Deputy  Secretary  of 
Defense,  the  rrffice  ot  the  Military  Assistant  to  the  President  and 
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correspondence  between  nominating  commanders,  personnel,  of¬ 
fices,  medical  facilities,  nominees  omer  units  and  unit  and  installa¬ 
tion  Chiefs,  Security  Police 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Nomination  Files  are 
collected  to  evaluate  the  background,  character,  suitability  and 
qualifications  of  nominees  being  considered  for  selection  to  posi¬ 
tions  reouiring  regular  or  frequent  contact  with  the  President  or  ac¬ 
cess  to  Presidential  facihties  or  modes  of  transportation.  Files  are 
reviewed  and  evaluated  by  staff  members  at  each  level  in  the  selec¬ 
tion  process,  from  the  unit  commanders  and  nominating  comman¬ 
ders  to  the  unit  or  installation  Chief,  Security  Police  major  com¬ 
mand  Directors  of  Security  Police,  by  medical  facility  staff  mem¬ 
bers,  by  the  Personnel  Security  Group  and  other  appropriate  Air 
Staff  Offices,  by  the  Administrative  Assistant  to  the  Secretary  of 
the  Air  Force  and  other  appropriate  offices  of  the  Secretary  of  the 
Air  Force,  by  the  Office  of  the  Military  Assistant  to  the  Special 
Assistant  to  the  Secret^  and  Deputy  Secretary  of  Defense  and  by 
the  offices  of  the  Military  Assistants  to  President  and  Vice  Pre¬ 
sident.  Each  user  reviews  and  evaluates  the  file  in  order  to  consider 
and  justify  recommendations  and  determinations  of  acceptability  or 
nonacceptability  of  the  nominee  for  selection  to  the  position  for 
which  nominated. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records. 

Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Records  are  stored  in  vaults. 

Retention  and  disposal:  Upon  completion  of  final  favorable  deter¬ 
mination  of  selection.  Nomination  Files  are  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating  or  burning,  and  are 
replaced  by  Assignment  Record  Files.  Nomination  Files  for  person¬ 
nel  not  selected  are  retained  in  the  office  of  nonselection  or  at 
Headquarters,  United  States  Air  Force,  Directorate  of  Administra¬ 
tion,  Personnel  Security  Group,  Washington  DC  20330  for  one  year 
after  the  date  of  nonselection,  at  which  time  they  are  destroyed  by 
tearing  into  pieces,  shredding,  macerating,  pulping  or  burning. 

System  manager(s)  and  address:  Chief,  Personnel  Security  Group. 

Director  of  Administration,  Headquarters  United  States  Air 
Force.  .  Washington  DC  20330. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Request  should  contain  the  full  name,  military  or  civilian  grade, 
date  of  birth,  position,  unit  and  location  to  which  nominated,  and 
the  date  of  nomination  or  nonselection. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  medical  institutions. 

Information  obtained  from  the  bureau  of  motor  vehicles. 

Information  obtained  from  a  state  or  local  government. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Investigative  reports  from  Federal  investigative  agencies,  military 
and  civilian  personnel  records,  military  medical  records,  informa¬ 
tion  and  correspondence  from  military  and  civilian  law  enforcement 
and  police  agencies,  units  of  propos^  assignment,  medical  facili¬ 


ties,  personnel  offices,  nominating  unit  commanders,  installation 
and  unit  Security  Pobce  offices,  major  command  staff  offices.  Air 
Staff  offices,  offices  of  the  SeciretaiV  of  the  Air  Force,  the  Office 
of  the  Military  Assistant  to  the  Special  Assistant  to  the  Secretary 
and  Deputy  Srcretary  of  Defense,  offices  of  the  Military  Assistants 
to  the  President  and  the  Vice  President,  the  Defense  Investigative 
Service,  other  Federal  agencies  and  offices  of  the  Executive 
Legislative  Branches. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F20503  DAI  B 

System  name:  Assignment  Record  Files  for  Personnel  Selected  for 
Presidential  Support  Duties 

System  location:  Primary  System  at  the  Personnel  Security 
Group,  Directorate  of  Administration. 

At  Hea^uarters  United  States  Air  Force,  Washington  DC  20330. 
Decentralize  Segments  at  major  command  headquarters.  Electors 
of  Security  Police  and  at  units  of  assignment  and  unit  and  installa¬ 
tion  Chiefs,  Security  Police  having  a  Presidential  Support  mission. 

Categories  of  individuals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Air  Force  civilian  employees. 

Individuals  covered  if  assigned  to  authorized  designated  positions 
involving  Presidential  Support  Duties  on  either  a  full  or  part-time 
basis. 

Categories  of  records  in  the  system:  Assignment  Record  Files  in¬ 
clude  letters  of  notification  of  selection  and  quarterly  listings  of  all 
selected  and  assigned  personnel  and  quarterly  listings  of  selected 
and  assigned  personnel  by  unit,  by  major  command. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  8012.  . 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Assignment  Record  files 
are  originated  to  locate,  identify,  control  and  administer  individuals 
selected  for  assignment  to  Presidential  Support  duties,  to  identify 
and  process  individuals  requiring  update  investigation,  to  process 
reassigiunents  from  one  position  to  another  in  the  program,  to  in¬ 
itiate  assignment  actions  after  final  selection,  to  notify  medical 
facilities,  to  prepare  the  quarterly  listing  of  individuals  selected  and 
assigned  to  the  program  for  submission  to  the  Office  of  the  Military 
Assistant  to  the  Special  Assistant  to  the  Secretary  and  Secretary 
and  Deputy  Secretary  of  Defense,  the  Office  of  the  MiliU^ 
Assistant  to  the  President,  to  major  commands,  units  and  Security 
Police  offices  having  a  Presidential  Support  mission,  for  prepara¬ 
tion  of  unescorted  entry  lists  to  Presidential  aircraft,  and  for  com¬ 
manders’  administration  and  management  actions  for  completion  of 
the  Presidential  Support  mission.  Assignment  Record  Files  at 
echelons  below  Hea^uarters,  United  States  Air  Force,  Personnel 
Security  Group  are  merely  duplicate  copies  of  the  file  copy  main¬ 
tained  at  that  location.  File  copies  are  retained  at  the  Personnel 
Security  Group  to  permit  record  access  and  to  record  the  accounta¬ 
bility  of  disclosures  of  the  Nomination  Files. 

Policies  and  prnetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records. 

Maintained  in  file  folders. 

Maintained  on  computer  paper  printouts. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  persoruiel  who  are  properly 
screened  arul  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Records  are  stored  in  vaults. 

Retention  and  Aspoanl:  Assignment  Record  Files  for  individuals 
are  retained  during  the  period  of  assignment  or  for  five  years, 
whichever  is  longer,  as  the  disclosure  accountability  record,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning.  Assignment  Record  Files  in  quarterly  roster  listing  form 
are  destroyed  when  supeneded  by  the  next  quarterly  roster  by 
tearing  into  pieces,  pulpirtg,  maceratir^  or  burning. 

System  maaagerfs)  aad  addrem:  Chief,  Personnel  Security  Group. 

Director  of  Administration,  Headquarters  United  States  Air 
Force.  .  Wasfamgton  DC  20330. 
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PRIVACY  ACT  ISSUANCES 


Nodfkatioii  proccdnre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Requests  should  contain  the  full  name,  military  or  civilian  grade, 
date  of  birth,  position,  unit  location  and  period  of  assignment. 

Record  accen  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Cootesdug  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Nomination  files  of  personnel  evaluated 
for  Presidential  Support  Duties,  and  correspondence  from  the  Of¬ 
fice  of  the  Military  Assistant  to  the  Special  Assistant  to  the  Secre¬ 
tary  and  Deputy  ^cretary  of  Defense,  units,  installation  Security 
Police  offices  and  major  commands  having  a  Presidential  Support 
mission. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F20S03  DPCE  C 

System  name:  20503  DPCE  C  Security  Case  Files 

System  location:  Primary  system  at  the  Central  Clearance  Group, 
Directorate  of  Civilian  Personnel  Decentralized  segments  at  the  Of¬ 
fice  of  the  Administrative  Assistant  to  the  Secretary  of  the  Air 
Force  (SAFAA),  Installation  Civilian  Personnel  Offices,  Chiefs 
Security  Police  Defense  Investigative  Service  (DIS)  Air  Force  Of¬ 
fice  of  Special  Investigations,  Washington  DC  20314.  Washington 
National  Records  Center,  Washington  DC  20409. 

Categories  of  Individuals  covered  by  the  system:  Air  Force  civilian 
employees,  and  applicants  for  Air  Force  civilian  employment 

Categories  of  records  in  the  system:  Files  include  investigative  re¬ 
ports  by  the  DIS,  Air  Force  Office  of  Special  Investigations 
(AFOSI)  and  other  federal  investigative  agencies,  commander 
review  letters,  medical  evaluations,  forms  completed  by  subjects, 
designation  of  civilian  positions  as  sensitive,  position  description, 
transmittal  letters,  rationale  and  evaluations  of  investigative  infor¬ 
mation,  correspondence  between  the  Central  Clearance  Group  and 
Air  Staff  offices,  DIS,  AFOSI,  Installation  Medical  Facilities  and 
SAFAA,  visible  card  files,  card  files  and  notebooks 

Authority  for  maintenance  of  the  system:  5  USC  7531-7533,  Ex¬ 
ecutive  Order  10450. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  case  files  are 
originated  to  evaluate  and  determine  security  Ostatistical  analyses  to 
determine  consistency  of  decisions,  decision  trends  and  I  the  effects 
of  program  changes  over  time  acceptability  of  civilian  employees  or 
prospective  em^doyees  of  the  Air  Force.  Files  are  reviewed  and 
evaluated  by  insUdlation  commanders,  civilian  personnel  offices. 
Security  Police,  medical  facility  st^f  members,  the  Central 
Clearance  Group,  other  appropriate  Air  Staff  offices  and  SAFAA. 
SAFAA  maintains  duplicate  copies  of  favorable  decisions  to  evalu¬ 
ate  the  effectiveness  of  the  program  and  provide  program  guidance 
to  the  Central  Clearance  Group.  Users  review  and  evaluate  the  file 
in  order  to  consider  and  justify  recommendations  and  determina¬ 
tions  of  security  acceptability  or  nonacceptability.  SAFAA  makes 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stora^:  Paper  records  maintained  in  file  folders,  note 
books/binders,  visible  file  binders/cabinets  and  card  files. 

Retrievability:  Filed  by  Name,  and  retrieved  by  conventional  in¬ 
dices. 

Safeguards:  Records  are  stored  in  security  file  con¬ 
tainers/cabinets,  safes  certified  for  protection  of  classified  informa¬ 
tion  up  to  the  level  of  SECRET.  All  records  are  stored,  processed, 
transmitted  and  protected  as  classified  information.  Records  are  ac¬ 
cessed  by  custodian  of  the  record  system  by  person(s)  responsible 
for  servicing  the  record  system  in  performance  of  their  official  du¬ 
ties  who  are  properly  screened  and  cleared  for  need-to-know  and 
by  commanders  of  medical  centers  and  hospitals. 

Rctentkm  and  dispoaal:  Upon  completion  of  favorable  determina¬ 
tion,  investigative  portions  are  returned  to  AFOSI.  File  folders  are 
retained  in  office  files  for  two  years  after  annual  cutoff,  then 
retired  to  Washington  National  Records  Center,  Washington,  DC 
20409,  for  permanent  retention.  Duplicate  copies  of  approved  deci¬ 
sions  are  maintained  by  SAFAA  for  four  years  and  then  destroyed. 
Note  books,  visible  card  files  and  card  files  are  retained  in  Central 
Clearance  Group  office  files 


System  nuuuMrfs)  and  address:  Deputy  Chief  of  Suff/Personnel, 
Headquarters  Unit^  States  Air  Force,  and  executive  secretary 
Centrd  Clearance  Group  Directorate  of  Civilian  Personnel. 
Headquarters  United  States  Air  Force,  Washington  DC  20314 

Notification  procedure:  See  Exemption. 

Record  access  procedures:  See  Exemption. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  See  Exemption. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

F20505  DAI  A 

System  name:  20505  DAI  A  Personnel  Security  Record  Files 

System  location:  Primary  System  at  the  Personnel  Security  Group 
Directorate  of  Administration  Headquarters  United  States  Air 
Force,  Washington  DC  20330.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force 
systems  notice.  Decentralized  System  at  the  offices  of  assignment. 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  military  personnel.  Air  Force  Reserve  personnel.  Air  Force 
civilian  employees,  and  Air  Force  civilians  applicants  nominated  or 
assigned  to  positions  in  the  offices  of  the  Secretary  of  the  Air 
Force,  the  Air  Staff  and  those  supporting  organizations  under  the 
security  clearance  authority  of  the  Personnel  S^urity  Group. 

Categories  of  records  in  the  system:  Files  at  the  Personnel  Securi¬ 
ty  Group  include  requests  for  security  clearance  action;  requests 
for  investigations  to  meet  special  access  requirements  and  to  meet 
the  requirements  for  security  clearance  and  for  assignment  to  sensi¬ 
tive  or  nonsensitive  positions;  medical  records  checks;  personnel 
records  checks;  investigative  forms;  requests  to  investigative  agen¬ 
cies;  reports  of  investigation  by  Federal  investigative  agencies;  cor¬ 
respondence  between  the  Personnel  Security  Group  and  offices  of 
assignment,  medical  facilities,  personnel  offices,  investigative  agen¬ 
cies,  other  Air  Staff  offices,  offices  of  the  Secretary  of  the  Air 
Force  and  offices  of  assignment;  Unfavorable  Information  Files; 
Special  Security  Files;  Civilian  Security  E)ocuments  Folders;  copies 
of  records  of  personnel  Security  investigation  and  clearance;  copies 
of  access  certificates,  and  those  summaries,  reviews  and  evalua¬ 
tions  by  management,  supervisory  and  clearance  granting  officials 
used  to  determine  eligibility  of  individuals  for  security  clearance  or 
eligibility  for  assignment  to  sensitive  positions.  Upon  completion  of 
all  final  actions  and  clearance  and  eligibility  determination,  copies 
of  all  investigative  reports  and  documents  no  longer  required  to 
identify  individuals  and  to  record  the  actions  taken  are  destroyed. 
Copies  of  the  record  of  ]>ersonnel  security  investigation  and 
clearance  are  maintained  at  the  Personnel  Security  Group  and  at 
the  office  of  assignment  during  the  period  of  assignment. 

Authority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Files  are  collected  to 
evaluate  the  background,  character  and  suitability  of  nominees  and 
applicants  for  assignment  to  sensitive  and  nonsensitive  positions  in 
the  offices  of  the  Secretary  of  the  Air  Force,  the  Air  Staff,  and 
those  organizations  supporting  these  offices  which  are  under  the 
security  responsibility  of  the  Personnel  Security  Group,  and  are 
maintained  to  record  security  clearances,  eligibiUty  determinations 
and  security  actions  taken  for  individuals  during  the  period  of  as¬ 
signment  to  these  offices.  Used  to  answer  inquiries  from  other  Air 
Force  offices  and  agencies,  and  from  investigative  security  and  per¬ 
sonnel  representatives  of  all  other  Federal  agencies  concerning  the 
position  sensitivity,  clearance  status  or  eligibility  for  access  of  as¬ 
signed  individuals  and  the  investigative  basis  for  such  determina¬ 
tions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabinets,  safes,  and  vaults. 


FEDERAL  REGISTER.  VOL.  42,  NO.  1 88— WEDNESDAY,  SEPTEMBER  28,  1977 


DEPARTMENT  OF  DEFENSE 


51023 


Retention  and  dispoaal;  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning.  Civilian  personnel  files  are 
replaced  by  the  Civilian  Security  Documents  Folder. 

System  manager(s)  and  address:  Chief  Personnel  Security  Group 
Director  of  Administration,  Headquarters  United  States  Air  Force. 
Washington  DC  20330. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Request  should  contain  full  name 
grade  date  of  birth  and  the  name  of  the  office  or  organization  to 
which  the  individual  is  nominated  or  assigned. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Investigative  reports  from  Federal  in¬ 
vestigative  agencies,  personnel  and  medical  records  information 
and  correspondence.  Information  obtained  from  financial,  educa¬ 
tional,  and  medical  institutions,  police  and  investigating  officers, 
the  bureau  of  motor  vehicles,  a  state  or  local  government,  wit¬ 
nesses,  source  documents  (such  as  reports)  prepared  on  behalf  of 
the  Air  Force  by  boards,  committees,  panels,  auditors,  and  so  forth 
and  from  organizations  of  assignment,  personnel  offices.  Security 
Police  offices.  Air  Staff  offices,  offices  of  the  Secretary  of  the  Air 
Force  and  other  Federal  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F20505  DPMRPPD 

System  name:  20505  DPMRPPD  Air  Force  Security  Program  Cases 

System  location:  At  Office  of  the  Secretary  of  the  Air  Force; 
Washington,  D.  C.  20330  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148.  Washington  National  Records 
Center,  Washington  DC  20409. 

Categories  of  individuals  covered  by  the  system:  Members  or 
prospective  military  members  of  the  United  States  Air  Force 
(includes  Air  Force  Reserve  and  Air  National  Guard)  whose 
background  information  appears  to  be  not  in  the  interests  of  na¬ 
tional  security. 

Categories  of  records  in  the  system:  Cases  not  processed  to  Hear¬ 
ing  Boards  contain  computerized  printouts  of  a  personnel  record, 
recommendations  of  the  Military  Personnel  Security  Committee, 
approval/disapproval  of  Committee  recommendations,  instruments 
and  correspondence  carrying  out  approval,  authority  decisions,  and 
correspondence  to  and  from  the  individual's  commander  and  the 
Security  Committee.  Personnel  security  investigations  are  contained 
in  case  files  until  the  decision  is  made  to  not  process  the  case  to  a 
Hearing  Board.  At  the  time  of  retirement  of  the  case  the  investiga¬ 
tive  report  is  removed  since  the  investigative  agency  maintains  the 
record  copy.  Cases  processed  to  a  Hearing  Board  contain  the  above 
(including  the  investigative  report),  a  transcript  of  the  hearing, 
recommendations  of  the  Hearing  Board,  correspondence  to  and 
from  the  individual  and  the  Hearing  Board,  recommendations  of 
the  Personnel  Council,  Legal  opinions  of  the  Judge  Advocate 
General  and  the  General  Counsel  of  the  Air  Force,  correspondence 
to  and  from  the  individual  and  the  Personnel  Council,  correspon¬ 
dence  from  the  individual  to  the  Secretary  of  the  Air  Force,  the 
decision  of  the  Secretary  of  the  Air  Force,  and  instruments  and 
qpirespondence  carrying  out  the  decision.  Index  cards  and  case 
logs  are  maintained  on  each  case  to  record  receipt  of  the  case  and 
to  document  processing  points  in  the  case. 

Authority  for  maintenance  of  the  system:  10  USC  803. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the  initial 
file,  which  is  not  processed  to  a  Hearing  Board,  is  to  determine  if 
the  information  warrants  discharge.  Personnel  assigned  to  Milit^ 
Personnel  Security  Group  perform  administrative  tasks  in  preparing 
the  case  for  the  Military  Personnel  Security  Committee  who  evalu¬ 
ate  the  information  and  make  recommendations  on  disposition  of 
the  case  to  either  the  Director  of  Personnel  Programs,  Air  Force 
Military  Personnel  Center,  the  Deputy  Chief  of  Staff,  Personnel, 
the  Administrative  Assistant  to  the  Secretary  of  the  Air  Force,  or 
the  Secretary  of  the  Air  Force  for  decisions  on  Committee  recom¬ 
mendations.  The  Assistant  Executive  and  Executive  Officers  of 
these  offices  perform  administrative  tasks  in  processing  the  case.  In 
the  instance  of  the  Office  of  the  Administrative  Assistant  to  the 


Secretary,  access  to  cases  is  limited  to  the  Administrative 
Assistant,  his  Deputy,  the  Management  Analyst,  the  Executive  Of¬ 
ficer,  and  two  secretaries.  Cases  processed  to  Hearing  Boards  are 
used  by  the  above  for  the  described  purposes  and  uses  as  well  as  a 
member  of  the  Judge  Advocate  General’s  office,  and  the  Office  of 
the  CJeneral  Counsel  of  the  Air  Force  for  legal  opinions,  members 
of  the  Hearing  Board  (including  the  individu^  and  his  legal  coun¬ 
sel),  a  Hearing  Recorder,  and  an  Attorney-Examiner  with  ^1  others 
excluded  from  the  Hearing).  The  purpose  of  the  Hearing  Board 
record  is  to  evaluate  the  information  and  make  recommendations  to 
the  Secretary  of  the  Air  Force  for  final  disposition  of  the  case. 
Hearing  Board  cases  are  processed  to  the  Air  Force  Personnel 
Council  for  an  impartial  evaluation  and  recommendations  to  the 
Secretary  for  disposition  of  the  case.  Administrative  personnel  of 
the  Council  perform  administrative  tasks  in  processing  the  case. 
The  purpose  of  the  index  card  is  to  record  receipt  of  cases  received 
for  consideration,  dates  processing  actions  are  taken,  and  final 
determinations  in  cases.  Upon  request  from  selected  personnel  as¬ 
signments  officers,  specific  names  of  individuals  being  considered 
for  sensitive  assignments  are  screened  through  the  index  cards  to 
determine  if  an  adverse  action  was  taken  on  the  individual.  Case 
logs  is  a  roster  of  cases  received  and  contain  only  name.  Social 
Security  Account  Number  (SSAN),  and  rank  as  a  historical 
reference. 

Polidcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders,  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  pcrson(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  safes  and 
locked  cabinets  or  rooms,  and  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  destoyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  bunting.  Retained  in  office  files  for  one 
year  after  annual  cut-off,  transfened  to  a  staging  area  for  one  addi¬ 
tional  year,  then  retired  to  Washington  Nation^  Records  Center, 
Washington  DC  20409,  for  permanent  retention.  Retained  in  office 
files  until  superseded,  obsolete,  no  longer  needed  for  reference,  or 
on  inactivation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning.  SAF  decision  correspondence  and 
retained  in  office  files  for  one  year  after  annual  cut-off,  then 
destoyed  by  tearing  into  pieces,  shredding,  pulping  macerating,  or 
burning. 

System  managerfs)  — »«*  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 

Notificatioa  proccdaie:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  proeedares:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F20505  SPI  A 

System  name:  Personnel  Security  Clearance  Investigation  Records 

System  location:  At  National  Personnel  Records  Center,  Military 
Personnel  Records,  9700  Page  Boulevard,  St.  Louis,  MO  63132. 

At  Air  National  Guard  activities.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

At  Air  Force  Reserve  units.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Records  for  active  duty  military  personnel  are  maintained  by 
Consolidated  Base  Personnel  Offices  (CBPO).  Records  for  civilian 
employees  are  maintained  by  the  installation  (Thief  of  Security  Po¬ 
lice;  they  may  also  be  maintained  by  Consolidated  Civilian  Person¬ 
nel  Offices  (CCPO)  if  that  record  is  the  only  evidence  that  in¬ 
vestigative  reqi^ments  for  a  particular  position  have  been 
completed.  For  individuak  who  hold  commissions  or  Reserve  com- 
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mitinents  in  the  Air  Force  Reserve,  a  copy  of  the  clearance  record 
is  also  maintained  by  Air  Reserve  Personnel  Center  (ARPC). 
Records  for  military  personnel  separated  into  a  Reserve  component 
are  located  at  the  Air  Reserve  Personnel  Center  or  at  State  Na¬ 
tional  Guard  Headquarters. 

Catcfories  of  individuals  covered  by  the  system;  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel. 

Air  Force  Academy  cadets. 

American  Red  Cross  personnel. 

Employees  of  defense  contractors 

Categories  of  records  in  the  system:  System  includes  a  statement 
of  personal  history;  documentation  requesting  personnel  security 
investigations  and/or  security  clearances,  to  include  a  check  of  in¬ 
stallation  medical,  personnel,  and  police  records;  documentation 
recording  favorable  investigations  and/or  recording  level  of  security 
clearance  granted. 

Authority  for  maintenance  of  the  system:  Executive  Orders  9838; 
10450;  11652;  Tide  lOUSC  8012;  Tide  44USC  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  arc  used  to 
request  and  record  personnel  security  investigaUons  and  clearances. 
Biographical  data  from  personal  history  statement  is  disseminated 
to  the  Defense  InvestigaUve  Service  when  requesUng  personnel 
security  investigaUons.  InformaUon  may  also  be  disseminated  to  the 
JusUce  Department  (FBI),  law  enforcement  agencies,  or  other  DOD 
components  in  the  course  of  requesUng  and  conducting  personnel 
security  invesUgaUons.  Records  may  be  used  to  verify  compleUon 
of  inves%aUons  and  are  the  basis  for  granUng  access  to  classified 
informaUon  and  for  unescorted  entry  to  specifically  designated 
restricted  areas.  InformaUon  may  be  used  for  assignment  action  if  a 
specific  level  of  clearance  or  a  particular  type  of  investigation  is 
required  in  the  assignment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  computer  magneUc  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Maintained  on  magneUc  cards. 

Maintained  on  roll  microfilm. 

Maintained  on  microfiche. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duUes. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  controlled  by  computer  system  software. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  protected  by  guards. 

Records  are  controlled  by  personnel  screening. 

Records  are  controlled  by  visitor  registers. 

Retention  and  disposal:  Records  on  military  personnel  who 
separate  into  a  Reserve  component  or  have  a  Reserve  commitment 
are  retained  until  commitment  is  fulfilled,  then  retired  to  the  Na- 
Uonal  Personnel  Records  Center.  Records  of  personal  history  state¬ 
ments  on  civilian  employees  and  on  milit^  personnel  who  do  not 
have  a  Reserve  commitment  are  retained  in  office  files  until  separa- 
Uon,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
maceraUng,  or  buniing.  Records  of  security  clearance/investigation 
on  civilian  employees  and  on  military  personnel  who  do  not  Imve  a 
Reserve  commitment  are  retained  in  office  files  for  two  years  after 
separaUon,  then  destroyed  by  tearing  into  pieces,  shred^g,  pulp¬ 
ing,  maceraUng,  or  burning.  The  request  for  investigation/  clea^ce 
is  usually  destroyed  when  clearance  acUon  is  completed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  managtrfi)  and  addres:  Chief  of  Security  Police, 
He^quarters  United  States  Air  Force. 

InstallaUon  Chief  of  CBPO  or  CCPO  (as  applicable);  installaUon 
Chief,  Security  Police;  Director,  NaUonal  Personnel  Records 


Center;  Chief,  Air  Reserve  Personnel  Center;  Adjutants  General  of 
State  NaUonal  Guards. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Write  or  visit  the  Air  Force  installaUon  where  currenUy  assigned 
or  employed  or  the  installaUon  where  separated,  if  applicable.  Writ¬ 
ten  requests  must  be  notarized;  personal  visits  require  pqsiUve 
identificaUon.  Provide  full  name,  SSAN,  and  military/civilian 
status.  Former  military  member  or  civilian  employee  must  also  pro¬ 
vide  approximate  date  (month  and  year)  when  Air  Force  affiliaUon 
ceaseci. 

Record  access  procedures:  Individu2d  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  noUce. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesUng  and  appealing  iniUal  determinations  by 
the  individual  concerned  may  to  obtained  from  the  Systems 
Manager. 

Record  source  categories:  InformaUon  obtained  from  medical  in¬ 
stitutions. 

InformaUon  obtained  from  police  and  invesUgaUng  officers. 

InformaUon  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F20505  SPI  B 

System  name:  Personnel  Security  Access  Records 

System  location:  Records  are  normally  located  at  organizaUonal 
units  where  individuals  are  currenUy  assigned  or  employed.  They 
may  be  located  at  offices  of  installaUon  Chiefs  of  Security  Police 
and  for  non-immigrant  aliens  at  headquarters  of  major  commands 
and  major  subordinate  commands  or  at  the  NaUonal  Personnel 
Records  Center,  Military  Personnel  Records,  9700  Page  Blvd,  St 
Lx>uis,  Mo.,  63132,  or  Civilian  Personnel  Records,  111  Winnebago 
St.,  St  Louis,  Mo.  63118.  Official  mailing  addresses  are  in  the  De¬ 
partment  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
Systems  NoUce. 

Categories  of  individuals  covered  by  the  system:  All  Air  Force  ac- 
Uve  duty  military  personnel. 

Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Air  NaUonal  Guard  personnel. 

Air  Force  Academy  cadets. 

Senior  and  Junior  Air  Force  Reserve  Officers. 

American  Red  Cross  personnel. 

Exchange  Officers. 

Foreign  naUonals. 

Categories  of  records  in  the  system:  System  includes  documenta- 
Uon  requesUng,  granting  and  terminaUng  access  to  classified  infor¬ 
maUon. 

Authority  for  maintenance  of  the  system:  EO  9835;  EO  10450;  EO 
11652  Tide  lOUSC  8012,  Tide  44  USC  3101. 

Routine  uses  of  rcccnxls  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  to 
record  level  of  security  clearance  and  level  of  access  to  classified 
informaUon  that  has  been  authorized.  InformaUon  is  used  by  com¬ 
manders,  supervisors,  and  security  managers  to  insure  that  in¬ 
dividuals  who  receive  classified  informaUon  have  been  properly  in¬ 
vestigated,  cleared,  have  a  definite  need-to-know,  and  have  been 
properly  debriefed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  visible  file  binders/cabinets. 

Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  Mrvicing  the 
record  system  in  performance  of  their  official  duties. 

Records  ate  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  nirod-to-know. 
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Records  arc  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Records  are  stored  in  vaults. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  protected  by  guards. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

(Exception:  Records  on  non-immigrant  aliens  are  retained  for 
two  years  after  termination  of  access  or  employment,  then 
destroyed,  as  above.)  Security  Termination  Statements  are  retired 
one  year  after  termination  of  service  or  employment  to  the  Na¬ 
tional  Personnel  Records  Center,  Military  Personnel  Records,  97(X) 
Page  Blvd,  St  Louis,  Mo  63132,  or  Civilian  Personnel  Records,  III 
Winnebago  St,  ^  Louis,  Mo,  63118.  Records  indicating  that  access 
to  classified  information  has  been  withdrawn  for  cause  are  for¬ 
warded  to  installation  Chief  of  Security  Police  for  disposition. 

System  managerfs)  and  address:  Chief  of  Security  Police, 
Headquarters  United  States  Air  Force. 

Commanders  of  organization  units  and  the  Director,  National 
Personnel  Records  Center,  Military  PersRecords,  97(K)  Page  Blvd, 
St  Louis,  Mo  63132  or  CivUian  Personnel  Records,  111  Winnebago 
St,  St  Louis,  Mo  63118. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Write  or  visit  the  organizational  unit  where  currently  assigned  or 
employed.  Written  requests  must  be  notarized;  personal  visits 
require  positive  identification.  Provide  full  name,  SSAN,  and  mili¬ 
tary  rank  or  civilian  rating. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  poUce  and  investigating  officers. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F20S0S  SPI  C 

System  name:  Special  Security  Files 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

At  Air  Force  installations 

Categories  of  individuals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel. 

Air  Force  Academy  cadets. 

American  Red  Cross  personnel. 

Categories  of  records  in  the  system:  System  contains  reports  of  in¬ 
vestigation  which  are  exempt  under  the  'Privacy  Act  of  1974.'  It 
also  contains  these  items,  which  are  not  exempt:  correspondence 
relating  to  transmission  and/or  retention  of  the  file;  summaries  of 
significant  unfavorable  information  if  not  included  in  a  report  of  in¬ 
vestigation  or  in  other  official  records;  access  authorization  cer¬ 
tificates;  documentation  requesting  and  recording  personnel  securi¬ 
ty  investiations  and/or  clearances;  medical  reports  if  not  maintained 
by  installation  medical  facility. 

Authority  for  maintenance  of  the  system:  Title  lOUSC  8012;  Title 
44USC  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Special  Security  File 
system  is  designed  to  alert  officials  who  are  responsible  for  grant¬ 
ing  clearances,  authorizing  access,  and  granting  unescorted  entry  to 
restricted  areas  to  the  existence  of  information,  which,  from  a 
security  standpoint,  may  be  potentially  disqualifying  and  to 


establish  procedures  for  timely  investigative  action.  Records  in  the 
system  are  used  by  security  clearance  granting  officials,  by  unit 
and  installation  commanders,  and  by  legal,  medical,  personnel, 
security  police,  and  other  staff  officials.  Security  clearance  granting 
or  denying  a  security  clearance  and  for  determining  appropriate  ao- 
ministrative  action.  Security  poUce  officials  maintain  the  records, 
and  conduct,  in  coordination  with  the  individual's  immediate  com¬ 
mander,  reviews  to  assure  that  investigative  or  administrative  inqui¬ 
ries  are  progressing  on  a  timely  basis.  Security  police  officials  may 
refer  portions  of  the  record  to  investigative  agencies,  including  the 
Defense  Investigative  Service,  for  fu^er  inquiry.  Legal,  medical, 
security  police,  personnel,  and  other  staff  officials  use  the  r^ords 
to  provide  installation  commanders  with  opinions  on  disposition  of 
individual  cases.  Unit  commanders  may  use  the  records  as  the  basis 
for  granting  or  denying  an  individual  access  to  classified  informa¬ 
tion  or  unescorted  entry  to  specifically  designated  restricted  areas. 
Personnel  officials  may  use  the  records  as  the  basis  for  determining 
administrative  actions  such  as  reassignment,  separation,  etc. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  ot  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Records  are  stored  in  vaults. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  protected  by  guards. 

Records  are  controlled  by  personnel  screening. 

Records  are  controlled  by  visitor  registers. 

Retention  and  disposal:  Records  that  contain  information  deter¬ 
mined  not  disqualifying  from  a  security  standpoint  are  retained  for 
one  year  (one  month  for  duplicates  at  numbered  Air  Forces  or 
higher),  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  burning.  Records  upon  which  unfavorable  action  is 
taken  (denial  of  clearance  or  access,  assignment  to  non-sensitive 
position,  separation,etc.)  are  retained  until  individual  is  separated. 
If  individual  has  no  known  Reserve  commitment,  a  record  of  any 
unfavorable  information  will  be  retained  for  two  years,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or . 
burning.  If  individual  has  a  Reserve  commitment,  the  records  will 
be  retained  until  commitment  is  fulfilled,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  nuuuiger(s)  and  address:  Chief  of  Security  Police, 
Headquarters  United  States  Air  Force. 

Installation  commanders,  installation  Chiefs  of  Security  Police, 
Chief,  Air  Reserve  Personnel  Center. 

NoUTicadon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Write  or  visit  the  installation  where  currently  assigned  or  em¬ 
ployed,  or,  if  applicable,  where  separated.  Written  requests  must  be 
notarized;  personal  visits  require  positive  identification.  Provide  full 
name,  SSAN,  military  rank  or  civilian  rating. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

M^ng  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  medical  institutions. 

Information  ol^tained  from  trade  associations. 

Information  ot}tained  from  police  and  investigating  officers. 

Information  obtained  from  the  public  media. 
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PRIVACY  ACT  ISSUANCES 


Information  obtained  from  the  bureau  of  motor  vehicles. 
Information  obtained  from  a  state  or  local  govenunent. 

Information  obtained  from  a  corporation. 

Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  SS2a  (j)  or  (k).  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

F20505  OQVDYDA 
System  name:  Clearence  Certificate  Records 
System  locatioa:  At  headquarters  of  major  commands  and  at  all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice, 
and  operating  locations 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel. 

Categories  of  records  in  the  system:  Name  grade  social  security 
account  number  (SSAN)  unit  and  date  of  training 
Authority  for  maintenance  of  the  system:  10  USC  8012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Document  required  train¬ 
ing. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Retrievahility:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

open  storage 

Retentioo  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  Installation  Director  of  Security. 
Notificatioo  procedure:  Address  requests  to  sysmanager.  Requires 
full  name  and  SSAN. 

Record  access  procedures:  Contact  sysmanager  or  duty  section  at 
installation. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Completion  of  training  subjects. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F20505  OUMCBVA 

System  name:  20S0S  OUMCBVA  Security  Records  Behavioral  Data 
Reports 

System  location:  6960  Air  Base  Squadron,  Security  Police  San 
Antonio  TX  78243 

Categories  of  individuals  covered  by  the  system:  Army,  Navy  and 
Marine  Corps  active  duty  military  personnel.  Air  Force  active  duty 
officer  and  enlisted  personnel. 

Categories  of  records  in  the  system:  Behavioral  data  reporting 
records. 

Authority  for  maintenance  of  the  system:  10  USC  8012 
RoutiiM  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  pui^wses  of  such  uses:  Unit  commanders. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  fik  folders. 

Retrievahility:  Filed  by  Name  and  Social  Security  Number  (SSN). 


Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  property  screened  and  cleared  for  need-to-know.  Records  are 
stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Destroy  90  days  after  transfer  or  separa¬ 
tion  except  when  trans  fer  within  command.  Retained  in  office  files 
for  three  months  after  monthly  cut-off,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  6960Air  Base  Squadron 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  security  and 
related  investigative  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F2I101  OUMCBVA 

System  luune:  Family  Services  Volunteer  of  Year. 

System  location:  Director  of  Personnel  (DP)  Headquarters  United 
States  Air  Force  Security  Service  San  antonio  TX  78243 

Categories  of  individuals  covered  by  the  system:  Individual  by 
name. 

Categories  of  records  in  the  system:  Biographical  data  accomplish¬ 
ments  photos. 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  (government  use 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievahility:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  safes. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manageifs)  and  address:  Director  of  Personnel  Services. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistaiKC  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  input. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F212010BXQPCAB 

System  name:  Library/Special  Collections  Records 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Cadets.  Air  Force 
active  duty  personnel,  members  of  boards  and  committees  as¬ 
sociated  with  Academy  operations  (Board  of  Visitors,  General  Of¬ 
ficer  Advisory  Committee,  etc.),  faculty,  staff  and  graduates  of 
USAF  Academy. 

Catoptrics  of  records  in  the  syrtem:  This  system  consists  of  the 
following  categories  of  information  or  subsystems:  0)  Index  by 
name  to  persons  in  historical  photographs  a^  on  official  officer 
rosters;  (2)  historical  rosters  of  cadet  wii^,  cadet  class  rosters,  files 
of  orders,  gra^  lists  contained  in  historical  course  materials, 
athletic  squad  rosters;  (3)  index  by  name,  date  of  service  on  each 
board  or  conunittee;  (4)  dissertations,  theses,  books,  articles, 
published  reports  furnished  by  individual  concern^. 

Authority  for  maintenance  of  the  system:  K)  USC  9003 

Routine  uses  of  records  maintained  in  the  qrsteoi,  including  cate|o- 
ries  of  users  and  the  purposes  ^  such  uses:  (1)  To  identtfy  an  in¬ 
dividual  with  his  period  of  service  at  the  academy  and  his  connec- 
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lion  with  historic  Academy  events  as  recorded  in  photographs 
and/or  biographical  data.  (2)  Used  by  faculty,  staff  and  cadets 
working  on  history  and  operation  of  the  Academy.  (3)  To  identify 
an  individual’s  service  on  official  Academy  boards  and  committees. 
(4)  Publication  collection  is  a  traditional  library  function  to  indicate 
scholarly  achievements  of  an  institute  of  higher  education,  for  use- 
in  accreditation  reports,  and  as  a  central  reference  resource. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files.  Maintained  as  photographs. 
Maintained  in  file  folders.  Maintained  in  visible  file  bin¬ 
ders/cabinets.  Maintained  on  roll  microfilm. 

Retrievability:  Card  catalog  by  individual’s  name  is  maintained. 
Historical  files:  No  direct  name  access  is  available  from  a  library 
catalog.  Individual  would  have  to  know  his  name  is  in  a  particular 
roster. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Catalog  is  not  available  when  staff  or  branch  personnel  are  not 
present. 

Retention  and  disposal:  Permanent  Library  collection,  USAF 
Academy  Library,  USAF  Academy,  CO  80840. 

System  managerfs)  and  address:  Director  of  Academy  Libraries, 
USAF  Academy,  CO  80840. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Card  catalog  is  prepared  manually  by 
Library  personnel  from  photograph  identification  captions,  officer 
rosters,  historical  materi^s  and  records.  Materials  generated  by  Su¬ 
perintendent,  Dean  of  Faculty  agencies.  Commandant  of  Cadet 
agencies.  Director  of  Athletics,  Registrar,  Staff  Agencies.  Publica¬ 
tions  are  supplied  by  individuals  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F21208XOBQPCE 

System  name:  2I208XOBQPCE  Library  Authorized  Patron  File 

System  location:  USAF  Academy  Library  (DPSLB),  USAF 
Academy,  CO  80840. 

Categories  of  individuals  covered  by  the  system:  All  Academy  mili¬ 
tary  and  civilian  personnel  and  cadets,  specially  authorized  non¬ 
base  library  patrons. 

Categories  of  records  in  the  system:  Social  security  number,  name, 
base  or  home  address,  type  of  patron  code,  expiration  date  for  spe¬ 
cial  borrower  privileges. 

Authority  for  maintenance  of  the  system:  10  United  States  Code 
Chapter  903,  United  States  Air  Force  Academy;  and  Executive 
Order  9397,  22  November  1943,  Numbering  System  for  Federal  Ac¬ 
counts  Relating  to  Individual  Persons. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Library  person¬ 
nel  to  fully  identify  patron  to  whom  library  material  is  charged  in 
operation  of  the  Library’s  automated  circulation  control  system. 
Will  be  used  by  Library  staff  to  identify  person  to  whom  material 
is  charged,  to  follow  up  on  delinquent  borrowers  by  generation  of 
overdue  notices,  and  to  clear  depa^ng  patrons  and  delete  their 
name  from  the  authorized  borrower  file.  Issue  library  cards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  computer.  Microfiche  printout  twice  an¬ 
nually  for  use  at  Library  circulation  desk. 

Retrievability:  Filed  by  Social  Security  Number. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
library  circulation  control  operation  in  the  performance  of  their  of¬ 
fice  duties.  Microfiche  printout  is  stored  in  locked  room  when  not 
in  use  by  circulation  desk  staff  during  hours  when  the  Library  is 
open. 

Retention  and  disposal:  Patron  data  is  deleted  from  master  files 
maintained  on  computer  when  outgoing  clearance  is  accomplished. 
Microfiche  lists  of  patrons  are  destroyed  by  tearing  into  pieces. 


shredding,  pulping,  macerating,  burning  or  burial,  when  update  is 
received. 

System  manager(s)  and  address:  Director  of  Academy  Libraries, 
USAF  Academy,  CO  80840. 

Notification  procedure:  Request  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  input  on  library  circulation 
authorization  form. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F21301  DPMSS  A 

System  name:  Air  Force  Educational  Assistance  Loans 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

Categories  of  individuals  covered  by  the  system:  I%I,  I%2  and 
1963  dependents  of  active  duty  Air  Force  military  members  who 
received  educational  assistance  loans. 

Categories  of  records  in  the  system:  Files  contain  loan  agreement 
documents  made  with  loan  recipients,  related  documentation 
between  Air  Force  Military  Personnel  Center  (AFMPC/Executive 
Secretariat/ Air  Force  Welfare  Board  (DPMSS))  and  col¬ 
lege/university  registrars,  retained  copies  of  documents  and  cor¬ 
respondence  received  from  or  sent  to  loan .  recipients;  and  in¬ 
dividual  ledger  cards  reflecting  accounting  data. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code  Chapter  803  Department  of  the  Air  Force,  Section  8012;  Title 
5,  United  States  Code,  Chapter  3,  Powers  Section  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  use  of  the 
records  occurs  when  the  responsible  official  reviews  such  for  the 
purp>ose  of  loan  follow-up  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dispel:  Files  are  retained  until  paid  in  fuU  at 
which  time  the  original  loan  agreement  is  returned  to  the  loan 
recipient. 

System  managerfs)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas 
78148. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Original  loan  agreements  generated  by 
the  loan  recipient;  correspondence  received  from  or  sent  to  loan 
recipients;  certifications  from  college/university  registrars  as  to 
receipt  of  payment  for  tuition,  school  supplies  and  other  educa¬ 
tional  expenses. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F21301  OJ  DP  A 

System  name:  Completion  of  courses/degrees  under  operation  boot¬ 
strap 

System  location:  Headquarters  Air  Training  Command  (ATC) 
Deputy  Chief  of  Staff  for  Personnel  (DCS/P)  and  base  education 
office  at  each  Air  Force  Base 
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Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  ATC  person¬ 
nel  completing  courses/degrees  under  bootstrap 
Categories  of  records  in  the  system:  Individual  military  records 
contaimng  educational  data 
Authority  for  maintenance  of  the  system:  44  USC  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCS/P  uses  data  for  ap- 
proval/disapproval  of  bootstrap  request 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 
Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Stored  in  locked  building 

Retention  and  disposal:  Retained  for  two  years  after  end  of  year 
in  which  the  case  was  closed,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  HQ  ATC  DCS/P  Randolph  Air 
Force  Base  TX  7814^ 

Notification  procedm:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F21301  OJ  DP  C 

System  name:  education  services  test  control  Officers 
System  location:  Headquarters  Air  Training  Command(ATC) 
Deputy  Chief  of  Staff  for  Personnel(DCS/P)  and  base  education  of¬ 
fice 

Categories  of  individuals  covered  by  the  system:  Individuals 
responsible  for  monitoring  test  material 
Categories  of  records  in  the  system:  All  ATC  base  test  control  Of¬ 
ficers 

Authority  for  maintenance  of  the  system:  44  USC  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCS/P  uses  data  to 
identify  base  test  control  Officers 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders.  . 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Stored  in  locked  building 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  HQ  ATC  DCS/P  Randolph  Air 
Force  Base  TX  78148 

Notification  procedure:  Requests  from  irtdividuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concemea  may  be  obtained  from  the  Systems 
Manager. 


Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F21301  (U  DP  D 

System  name:  predischarge  education  program  certifying  Officers 

System  location:  Headquarters  Air  Training  Command(ATC) 
Deputy  Chief  of  Staff  for  ^rsonneU  DCS/P)  and  base  education  of¬ 
fice 

Categories  of  individuals  covered  by  the  system:  Individuals 
responsible  for  certifying  predischarge  education 

Categories  of  records  in  the  system:  Ail  ATC  base  test  certifying 
Officers 

Authority  for  maintenance  of  the  system:  44  USC  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCS/P  uses  data  to 
identify  base  test  certifying  Officers 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Stored  in  locked  building 

Retention  and  disposal:  Retained  for  two  years  after  end  of  year 
in  which  the  case  was  closed,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  HQ  ATC  DCS/P  Randolph  Air 
Force  Base  TX  78148 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

R^rd  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F21306  OSPCZPA 

System  name:  Individual  Class  Record  Form 

System  location:  At  Air  Force  Installations. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Military  and 
civilian  personnel  who  are  enrolled  in  educational  programs  con¬ 
ducted  on  base. 

Categories  of  records  in  the  system:  Identifies  courses,  sources  of 
funding,  tuition  payments. 

Authority  tor  maintenance  of  the  system:  10  United  States  Code 
8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  educational  ser¬ 
vices  personnel  to  compile  reports,  to  expedite  return  of  borrowed 
books  or  equipment,  and  to  control  tuition  payments. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Course  title. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  property  screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  until  classes  are 
completed  or  until  borrowed  materials  are  returned  and  all  monies 
are  paid.  Then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating  or  burning. 
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System  managcr(s)  and  addren:  Chief,  Education  Branch. 

Notifkatioo  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individuals. 

Systems  eiempted  from  certaiu  provisions  of  the  act:  NONE 
F21401  OJ  SSFK 

System  name:  21401  OJ  SSFK  Kindergarten  Student  File. 

System  location:  3380  Air  Base  Group/SSFK,  Keesler  AFB  MS 
39534. 

Categories  of  individuals  covered  by  the  system:  Children  enrolled 
in  kindergarten  and  their  parents. 

Categories  of  records  in  the  system:  Registration  forms,  enroll¬ 
ment  contract.  parent  authorizations  for  testing/filed 
trips/forwarding  of  school  records,  child/family  background 
questionnaire,  test  results,  and  student  progress  reports. 

Authority  for  maintenance  of  the  system:  10  U.S.C.  8012;  S  U.S.C. 
301;  and  EO  9397, 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Used  by  kindeigarten 
personnel  to  understand  and  determine  special  needs  of  children,  to 
locate  parents  in  case  of  emergency,  to  make  progress  reports  to 
parents,  to  establish  contractu^  obligations  between  kindergarten 
and  parents,  and  to  set  up  car  pool  listings.  Any  records  in  the 
system  may  be  disclosed  as  a  routine  use  to  other  components  of 
the  Department  of  Defense  if  necessary  and  relevant  for  the  per¬ 
formance  of  a  lawful  function.  The  records  may  also  be  forwarded 
to  any  other  school  at  the  written  request  of  the  parents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  maintained  in  file  folders  and  locked  in 
desks  or  rooms. 

RetrievabilHy:  Filed  by  student  name. 

Safeguards:  Records  are  accessed  by  the  kindergarten  principal 
and  kindergarten  counselor. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
child  leaves  program  or  until  parent  requests  transfer  of  records  to 
another  school,  whichever  comes  first.  In  the  event  the  records  are 
not  transferred  to  another  school,  they  are  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  managerfs)  and  addrem:  Kindergarten  Principle,  3380 
ABGp/SSFK,  Keesler  AFB  MS  39534. 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  systems  manager.  The  full  name  of  the  student  will 
be  required  to  determine  if  the  system  contains  a  record  about  him 
or  her.  The  requester  may  visit  the  kindergarten  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  an  in¬ 
dividual.  As  proof  of  identity  the  requester  must  present  either  a 
current  military  identification  card  or  driver’s  license. 

Record  acccas  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  systems  manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appeahng  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  parents;  test 
results;  student  evaluations  by  kindergarten  personnel. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F21401  OKPNQSA 

System  aaaM:  Pupil  Registration  and  Cummulative  Record  Cards. 

System  locathm:  Maxwell  Elementary  School  (DPESS)  Maxwell 
Air  Force  Base  AL  36112 

Categories  of  individuals  covered  by  the  system:  Dependents  of 
military  personnel. 

Categories  of  records  in  the  system:  Record  cards  and  cumulative 
records  on  pupil  progress 

Authority  for  auiatenance  of  the  system:  Section  6,  Public  Law 
874,  64  Statute  1104,  amended  by  20  USC  241 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  contact  with 
parents  to  report  to  them  on  pupil  progress,  problems  and  other 
matters.  Also  to  report  to  schools  where  students  mav  be  trans- 
fered.  Pupil  records  are  used  by  only  professional  school  staff. 

Policies  and  practices  for  storing,  retrieving,  accessiiig,  retaining, 
and  disposiiig  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  persoiuiel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  permanently. 

System  managerts)  and  addres:  Superintendent-principal  Maxwell 
Elementary  School  Maxwell  Air  Force  Base  AL  36112 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Full  name  of  requesting  individual.  May  visit  office  of  system 
manager  and  give  full  name. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Maxwell  Air  Force  Base  AL  361 12 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appeahng  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Parents,  teachers  and  pupil. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F21401  ORKNMDA 
System  name:  Personnel  Movement  Program 

System  location:  At  Headquarters,  Pacific  Air  Forces,  (PACAF) 
Dir^torate  of  Dependents  &hools  APO  San  Francisco  %553  at 
Office  Of  Dependents  Education  (OODE)  1400  Wilson  Boulevard 
Rosslyn  VA  22209 

Categories  of  individuals  covered  by  the  system:  Teachers  and  ad¬ 
ministrators  in  the  Pacific  area  depenidents  schools. 

Categories  of  records  in  the  system:  administrator’s  statement  of 
intent  teacher’s  statement  of  intent,  appUcation  for  position  with 
District  of  Columbia  school  system,  reemployment  a^ement,  ap¬ 
pUcation  for  extended  leave  without  pay,  merit  promotion  applica¬ 
tion,  inter  area  transfer  request,  point  system  determination  for 
inter  area  transfer  program,  intra  area  transfer  request,  point 
system  determination  for  intra  area  transfer  program,  record  of  De¬ 
partment  of  Defense  overseas  teaching  experience,  certification  of 
teacher  whose  spouse  is  also  employed  teacher,  eligibiUty  certifica¬ 
tion,  civilian  personnel  office  certification,  merit  promotion  re¬ 
gister. 

Authority  for  maintenance  of  the  system:  Section  12(bK2)  of  Ex¬ 
ecutive  Order  11491  as  amended  by  Executive  Order  11616  and  Ex¬ 
ecutive  Order  11838. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  purpose:  to  eviuuate  an 
appUcation  for  either  inter  area  or  intra  area  transfer  of  Department 
of  Defense  teachers  and  administrators  in  the  Pacific  area.  Catego¬ 
ry  of  user:  PACAF  Directorate  of  Dependents  Schools,  OFfice  OF 
Dependents  Education  (OODE).  USE:  coUection  of  information  to 
determine  ranking  of  appUcations  by  education  background,  work 
experience  and  transfer  point  seniority  for  filUng  vacancies  in  the 
DoD  dependents  schools  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dfa^mriag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  visible  file  binders/cabinets. 

Retrievability:  by  position  categories,  transfer  points,  quality 
ratings. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 
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Rcteatkm  ud  dliponi:  Retained  for  two  vears  after  end  of  year 
in  which  the  case  was  closed,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  mammeits)  and  addrcs:  assistant  Director  for  Personnel 
Headquarters,  I^ific  Air  Forces/DPN  APO  96SS3 

Nodflcation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Information  required  from  individual:  full  name  and  school  dis¬ 
trict.  Headquarters,  Pacific  Air  Forces/DPN  APO  %553.  No  proof 
of  identity  required. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Or  to  appropriate  district  superintendent. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice.  Also  in  the  DoD 
dependents  schools  directory  on  file  in  each  DoD  dependent 
school. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  immediate  supervisor  or  base  civilian 
personnel  officials. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F21S01  DPMSP  A 

System  name:  Child  Care  Attendance  Records. 

System  location:  Base  child  care  centers  at  Air  Force  Installa¬ 
tions. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary.  active  duty  reservist,  active  duty  Department  of  Defense 
civ^ans,  retired  military,  and  dependents  of  all  these  categories. 

Categories  of  records  in  the  system:  Patron  registration  records. 

Authority  for  maintenance  of  the  system:  10  U.S.C.  803,  Depart¬ 
ment  of  the  Air  Force  Section  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  child  care 
center  directors  with  authorization  for  medical  treatment  of  chil¬ 
dren  in  emergency  situations;  identification  of  child  and  parent; 
provide  record  of  immunizations  and  any  known  allergies;  record 
collection  of  fees  and  provide  daily  record  of  attendance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  name  and  numerically  by  date. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  and  disposal:  Shredded  upon  reassignment  or  discharge 
of  military  sponsor;  upon  retirement  or  reassignment  of  civilian 
sponsor. 

System  managerfs)  and  address:  Assistant  Deputy  Chief  of  Staff, 
Personnel  for  Military  Personnel,  Air  Force  Military  Personnel 
Center,  Randolph  Air  Force  Base  Texas  78148. 

Notification  procedure:  Written  or  oral  request  to  the  respective 
installation  child  care  center  director. 

Record  access  procedures:  Written  or  oral  request  to  the  respec¬ 
tive  installation  child  care  center  director. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Patron's  register  and  registration  record. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F21501  DPMSP  B 

System  name:  Recreation  Volunteer  and  Application  Records. 


System  location:  Base  Recreation  and  Youth  Centers  at  Air  Force 
Installations. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  Individuals  covered  by  the  system:  All  categories  of 
personnel  desiring  to  participate  in  base  recreation  program  as 
volunteers;  dependent  youth  of  Air  Force  active  duty  and  Depart¬ 
ment  of  Defense  civilian  members. 

Categories  of  records  in  the  system:  Recreation  volunteer  and 
membership  applications. 

Authority  for  maintenance  of  the  system:  10  U.S.C.  803,  Depart¬ 
ment  of  the  Air  Force  Section  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Serves  as  information 
base  for  designing  and  conducting  recreation  volunteer  program; 
acts  of  re^stration  and  identification  of  individual  members  in 
youth  activities  program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  and  disposal:  Shredded  upon  withdrawal  of  individual 
from  recreation  program. 

System  managerfs)  and  address:  Assistant  Deputy  Chief  of  Staff, 
Personnel  for  Military  Personnel,  Air  Force  Military  Personnel 
Center,  Randolph  Air  Force  Base,  Texas  78148. 

Notification  procedure:  Contact  appropriate  installation  recreation 
program  director. 

Record  access  procedures:  Written  or  oral  request  to  appropriate 
installation  recreation  program  director. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Member's  voluntary  application. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F21501  DPMSP  C 

System  name:  Interservice  Photography  Contest  Entry  Records. 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  781^. 

At  headquarters  of  major  commands  and  at  ail  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice. 

Categories  of  individuals  covered  by  the  svstem:  Active  duty  Air 
Force  members  who  have  participated  in  the  interservice  photog¬ 
raphy  contest. 

Categories  of  records  in  the  system:  Member's  contest  entry 
forms. 

Authority  for  maintenance  of  the  system:  10  U.S.C.  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Categorize  contest  en¬ 
tries,  compile  entry  bsts,  and  maintain  control  of  entries  at  each 
contest  level. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  and  disposal:  Shredded  one  year  after  contest. 

S3rstem  mana«r(s)  and  address:  Assistant  Deputy  Chief  of  Staff, 
Personnel  for  'Military  Personnel,  Air  Force  Military  Personnel 
center,  Randolph  Air  Force  Base,  Texas  78148. 

.  Notification  procedure:  Contact  respective  installation  special  ser¬ 
vices  oHicer. 
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Record  access  procedures:  Written  or  oral  request  to  respective 
installation  specif  services  officer. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Member's  contest  entry  application. 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F26501  HC  A 

System  name:  Non-Chaplain  Ecclesiastical  Endorsement  Files 
System  location:  Records  maintained  at  the  Office  of  the  Chaplain 
for  the  installation  where  employed.  Official  mailing  addresses  are 
in  the  De|iartment  of  Defense  dkectory  in  the  appendix  to  the  Air 
Force’s  system  notice. 

Categories  of  individuals  covered  by  the  system:  Military/Civilians 
authorized  to  function  as  Lay  Leaders,  Auxiliary  Chaplains, 
Ushers,  Lectors,  etc. 

Categories  of  records  in  the  system:  Certification  from  religious 
denomination  that  the  individual  is  qualified  to  function  as  Lay 
Leader  or  Auxiliary  Chaplain. 

Authority  for  maintenance  of  the  system:  Title  10  USC  8012  and 
Tide  10  USC  8034 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determining  qualifica¬ 
tions  of  individuals  to  serve  as  Lay  Leader  or  Auxiliary  Chaplain 
Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

Returned  to  issuing  denomination  if  requested 
System  managerfs)  and  address:  Chief  of  Chaplains,  Headquarters 
United  States  Air  Force. 

Washington  DC  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Request  access  from  Senior  Installation 
Chaplain 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Denominational  agency  endorsing  in¬ 
dividual  to  function. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F26S01  HC  B 

System  name:  Chaplain  Personnel  Roster 
System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

At  Air  Reserve  Personnel  Center,  3800  York  Street,  Denver,  CO 
80205. 

At  headquarters  of  the  major  commands  and  separate  operating 
agencies.  Official  mailing  addresses  are  in  the  Department  of 
Ckfense  directory  in  the  appendix  to  the  Air  Force’s  systems 
notice. 

Categories  of  individuals  covered  by  the  system:  Air  Force  civilian 
employees. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel. 

Categories  of  records  in  the  system:  Organization  and  Station, 
Manpower  Authorization  records,  statistical  grade  codes.  Air  Force 
speciality  codes.  Name,  Social  Security  Account  Number,  Current 
Rank,  Date  of  Current  Rank,  Religious  Denomination  Code  Sym- 


'bol.  Date  of  Separation  or  Service  Commitment,  Date  of  Birth,  Ef¬ 
fective  Date  of  Current  Assignment. 

Authority  for  nudntcnancc  of  the  system:  Title  10  USC  8012  and 
Title  10  use  8034 

Routine  uses  at  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Insuring  Adequate 
Manning  of  Reserve,  Air  National  Guard,  and  Civilian  Auxiliary 
Authorizations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  booksA>inders. 

Retrievahility:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Chief  of  Chaplains,  Headquarters 
United  States  Air  Force. 

Washington  EKT  20330 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Request  for  Access  may  be  made  to 
the  Major  Command  Chaplain  of  the  nearest  major  command. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  .source  categories:  Information  obtained  from  automated 
system  interfaces. 

Information  obtained  from  individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F26501  HC  C 

System  name:  Directory  of  Active  Duty  and  Retired  Chaplains 

System  location:  Primary  Location:  Chief  of  Chaplains, 
Headquarters  United  States  Air  Force,  Washington  DC  20330. 
Decentralized  Location:  At  offices  of  each  Active  Duty  and  Retired 
Chaplain.  Official  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Air  Force's  system  notice. 

Categories  of  individuak  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Retired  Air  Force  military  personnel. 

All  Air  Force  active  duty  and  retired  chaplains. 

Categories  of  records  in  the  system:  Name,  Current  Mailing  Ad¬ 
dress,  Home  State,  Religious  Denomination 

Authority  for  maintenance  of  the  system:  Title  10  USC  8012  and 
Tide  10  USC  8034 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Chaplains  as  a 
Ready  Reference  in  Referring  Counselees  to  other  Chaplain  Coun¬ 
selors  by  Name. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Each  Chaplain  listed  in  the  Directory  has  access  as 
custodian  of  the  record  system  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  address:  Chief  of  Chaplains,  Headquarters 
United  States  Air  Force. 

Washington  DC  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  tl»  Systems  Mana^r. 
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Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatesdng  record  procures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Active  Duty  Addresses  from  Assign¬ 
ment  Action  Documents  at  Headquarters,  United  States  Air  Force; 
Retiree  Addresses  from  individual  retirees. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
•  F26501  02ALSA 

System  name:  Religious  Education  Registration  and  Attendance 
Records 

System  location:  At  headquarters  of  major  conunands  and  at  all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Retired  Air  Force  military  personnel. 

Dependents  of  military  personnel. 

And  civilians  from  surrounding  communities  who  desire  to  par¬ 
ticipate 

Categories  of  records  in  the  system:  Contains  personal  data  and 
other  information  relative  to  educational  or  training  needs  by  age 
group,  individual  faith  group,  or  denomination. 

Authority  for  maintenance  of  the  system:  10  USC,  Section 
8067(H),  Armed  Forces  -  Air  Force  -  Eiesignations  of  Officers  to 
Perform  Certain  Professional  Functions. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  data  on  reli¬ 
gious  education  training  or  needs  by  faith  group,  denomination, 
religious  sect,  or  similar  organizations.  Used  by  Chaplains,  Chapel 
mai^ement  personnel,  lay  and  salaried  personnel  in  a  supervisory 
position  to  determine  educational  or  training  needs  by  area,  level, 
^e  group,  tyi>e  of  training,  individual  faith  group  or  denomina¬ 
tional  training  needs.  To  determine  and  develop  programs  in  inter¬ 
personal  relationship,  social,  spiritual,  humanitarian  welfare  that 
meet  the  needs  of  the  community  being  served.  To  record  at¬ 
tendance  as  necessary,  training  accomplished,  functional  participa¬ 
tion  and  spiritual  growth. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Retained  in  office  files  until  graduation  or  elimination  from  train¬ 
ing,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  bunting. 

System  manages)  and  addres:  Senior  supervisory  Chaplain  at 
each  Alaskan  ^  Command  Chaplain  activity.  Chief  of  Chaplins, 
HQ  USAF,  Washington  DC  20330  ,  and  supervisory  chaplains  at 
each  Air  Force  instaUation. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accesa  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coutestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  odegories:  From  individual. 


Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F26501XHC  A 

System  name:  Records  on  Baptisms,  Marriages  and  Funerals  by  Air 
Force  Chaplains 

System  location:  At  Washington  National  Records  Center, 
Washington  DC  20409. 

1955  to  1958  Records  Group  Modem  Military  Branch,  Military 
Archives  Division,  National  Archives  Service,  Washington,  D.C. 
20408,  1949  to  1955  Records  Group 
Categories  of  individuals  covered  by  the  system:  Military  and 
Civilian  Personnel,  Marriages,  Military  and  Dependent  Personnel, 
Baptisms,  Military  and  Dependent  Personnel,  Funerals 
Categories  of  records  in  the  system:  Record  of  Baptisms,  Mar¬ 
riages  and  Funerals  Performed  by  Air  Force  Chaplains 
Authority  tor  maintenance  of  the  system:  44  USC  3301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoam  of  such  uses:  Records  of  Rites  Per¬ 
formed  by  Air  Force  Chaplains  Used  to  Verify  Rites  Performed  for 
Individuals 

Policies  and  practices  for  storiim,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sysnm: 

Storage:  Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Indefinite  Retention  1955  to  1958 
Washington  National  Records  Center,  Washington,  D.C.  20409, 
Year  Group  1949  to  1955  Retained  at  Modem  Military  Branch,  Mili¬ 
tary  Archives  Division,  National  Archives  Service,  Washington, 
D.C.  20408,  System  Discontinued  after  1958 
System  manageifs)  and  addres:  Chief  of  Chaplains,  Headquarters 
United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  ' 

Record  acces  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  mles  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  Individuals  and  Air 
Force  Chaplains  Reporting  Rites. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F26501XOBXQPCA 

System  name:  Cadet  Religious  Information  Card 
System  locatkm:  At  United  States  Air  Force  Academy,  CO  80840. 
Categories  of  individuals  covered  by  tbc  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  Religious  affiliation, 
background  and  religious  interests. 

Authority  for  maintenance  of  the  system:  10USC8012 
Routine  uses  of  records  maintained  in  the  system,  includ^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Identify  incoming  Fourth 
Class  Cadets  religious  affiliation,  religious  background  ^ta  and 
religious  interests.  Cadet  Chaplains  use  this  infomution  to  organize 
cadet  lay  participation  as  ushers,  choir  members,  lay  readers,  lec¬ 
tors,  commentators,  and  religious  education  teachers.  Cadet 
(Thaplains  and  Chapel  Managers  assigned  to  the  Air  Force  Acade¬ 
my  Cadet  Chaplain ^s  Office  use  this  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 
Retention  and  disposal:  Retained  in  offices  for  one  year  after 
graduation  and  then  destroyed  by  tearing  into  pieces. 

System  managerfs)  and  address:  Air  Force  Academy  Command 
Chaplain 

Notification  procedure:  Requests  from  individuals  should  be  ad- 
■  dressed  to  the  Systems  Manager. 
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Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  ana  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  individual 
cadet. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F40-1-7  FZHTVA 

System  name:  Air  Force  Logistics  Command  (AFLC)  Supergrade 
Information  File. 

System  location:  Directorate  of  Civilian  Personnel,  Headquarters 
AFI.C,  Wright-Patterson  Air  Force  Base,  Ohio. 

Categories  of  individuals  covered  by  the  system:  AFLC  personnel 
grade  GS  16  and  above. 

Categories  of  records  in  the  system:  Picture,  biography,  grade,  se¬ 
ries,  organization,  location,  primary  specification  number  (PSN), 
approval  date,  SCD,  date  of  birth,  date  assigned,  veterans  status, 
education  level,  name,  title. 

Authority  for  maintenance  of  the  system:  Title  S  United  States 
Code  Section  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ry  of  users  and  the  purposes  of  such  uses:  Preclude  gathenng  each 
time  needed.  AFLC  jusUfy  retention  of  PSN,  provide  biographical 
information  to  question. 

Policies  and  practices  for  storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  Binder. 

Retrievahility:  Name,  Grade,  Organization. 

Safeguards:  File  Cabinet. 

Retention  and  disposal:  One  year  after  incumbent  leaves  position. 

Records  are  then  destroyed  by  tearing  into  pieces,  shredding, 
macerating,  pulping  or  burning. 

System  managerfs)  and  address:  Director  of  Civilian  Personnel, 
Headquarters,  AFLC  Wright-Patterson  Air  Force  Base,  Ohio 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  HQ  AFLC  Office  of  Information, 
Civilian  Personnel  Statiscal  Accounting  System  E201. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F40-2-2  FZHTVA 

System  name:  E246  Civilian  Skills  Locator  System. 

Syem  locatfcm:  Oklahoma  City  Air  Li^istics  Center  (ALC) 
Civilian  Personnel  Office.  Ogden  ALC  Civilian  Personnel  Office. 
San  Antonio  ALC  Civilian  Personnel  Office.  Sacramento  ALC 
Civilian  Personnel  Office.  Warner  Robins  ALC  Civilian  Personnel 
Office.  2750  Air  Base  Wing,  Wright-Patterson  Air  Force  Base, 
Civilian  Personnel  Office. 

Categories  of  individMals  covered  by  the  system:  All  civilian  per¬ 
sonnel  serviced  by  each  ALC  Civilian  Personnel  Office. 

Categories  of  records  hi  the  system:  Past  and  present  skills  of  in¬ 
dividual  civilian  employeg. 

Authority  for  maintenance  of  the  system:  Title  5  US  Code  Section 
3301. 

Routine  uses  of  records  maintained  in  the  system,  includii^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  AFLC  ALC  Civilian  Per¬ 
sonnel  Offices,  Headquarters  United  States  Air  Force,  Civil  Ser¬ 
vice  Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  microfiche. 

Retrievahility:  Filed  by  Social  Security  Account  Number  (SSAN). 


Saf^uards:  Records  are  accessed  by  personfs)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  and  disposal:  Two  years  or  date  of  last  Civil  Service 
Commission  inspection  at  each  Air  Logistics  Center,  Wright-Patter¬ 
son  Air  Force  Base. 

System  mana^rfs)  and  address:  Director  of  Civilian  Personnel 
Headquarters  Air  Force  Logistics  Command  Civilian  Personnel  Of¬ 
ficers 

Notification  procedure:  Sysmanager,  full  name,  SSAN,  each  ALC 
Civilian  Personnel  Office,  HQ  AFLC.  AFLC  Form  SOM  for  per¬ 
sonal  visits. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Official  Personnel  Folder. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F53701  OBXQPCA  • 

System  name:  Cadet  Evaluation 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  Cadet  Aptitude  Briefing  and 
Air  Officer  Commanding  Evaluation  for  Commissioning 

Authority  for  maintenance  of  the  system:  SUSC301,I0  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pArposes  of  such  uses:  Monthly  Aptitude  brief¬ 
ing  completed  by  both  cadet  and  Air  Officer  Commanding.  Used 
when  the  Air  Officer  Commanding  refers  a  cadet  to  a  Comman¬ 
dant's  Board. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievahility:  Filed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Commandant  of  Cadets 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Air  Officers  Commanding 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F53701  OBXQPCB 

System  name:  Cadet  Wing  Strength  Accounting  System 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Air  Force  Acade¬ 
my  cactets.  i; 

Categories  of  records  in  the  system:  Included  under  this  system 
are  the  'The  AF  Cadet  Wing  Strength  Report';  'Continuation  Sheet 
for  the  AF  Cadet  Wing  Strength  Report';  'The  AF  Cadet  Wing 
Strength  Report,  Casualty  Reporting  Part  III'. 

Authority  for  maintenance  of  the  system:  44USC3101 

Routine  uses  of  records  maiatained  in  the  mtem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Basic  system  for  Cadet 
Strength  Accounting.  It  serves  as  a  combined  ledger  and  journal  for 
the  AF  Cadet  Wing.  It  is  a  legal  document  acceptable  as  evidence 
in  a  courts  martial,  claims,  or  other  legal  actions  involving  cadets. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 
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Stortfe:  Maintained  in  visible  file  binders/cabinets. 

Rctrievability:  Filed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 
RcUntioo  and  disposal:  Retained  in  office  files  for  three  months 
after  monthly  cut-off,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

Retained  in  office  files  for  one  year  after  annual  cut-off,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  address:  Commandant  of  Cadets 
Nodfkatkm  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Special  Orders 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F53701  OBXQPCB 

System  name:  Air  Force  Academy  Administrative  Record 
System  location:  At  United  States  Air  Force  Academy,  CO  80840. 
Categories  of  individuals  covered  by  the  system:  Military  personnel 
assigned  instructor  duty;  AF  Academy  cadets;  AF  active  duty  of¬ 
ficer  personnel.  Air  Force  active  duty  enlisted  personnel;  contract¬ 
ing  officers  and  representatives;  AF  civilian  employees. 

Categories  of  records  in  the  system:  Biographical  data  on  an  in¬ 
dividual's  education  and  training  experience,  outgoing  clearance  to 
assist  cadet  in  outprocessing  from  Academy;  Surviv^  Escape,  Re¬ 
sistance  and  Evasion  Training;  student  grade  record;  cadet  automo¬ 
bile  information;  application  for  assignment  to  USAF  Academy  and 
substantiating  documents;  correction  of  telephone  information; 
choir  audition;  involuntary  dismissed  cadets  and  cadets  discharged 
from  the  AF  Academy  shipping  items  at  government  expense;  sub¬ 
stantiating  documents  to  insure  cadet  store  purchase  over  25  dollars 
are  for  personal  use  or  a  bona  fide  gift  and  controlling  restrictive 
purchases. 

Authority  for  maintenance  of  the  system:  10  USC  9331 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Identify  personnel  eligi¬ 
ble  for  academic  promotion  used  by  faculty  personnel;  accomplish 
required  outprocessing  actions  from  AF  Academy;  record  and  eval¬ 
uate  a  student's  progress  during  training,  provide  supervisory  per¬ 
sonnel  with  immediate  information  concerning  a  cadet  or  tus  au¬ 
tomobile;  for  review  of  officer  applications  for  possible  assignment 
to  AF  Academy;  updating  telephone  directory;  identify  incoming 
4th  class  cadets  musical  capabilities;  establish  record  of  military 
items  turned  in  to  liquidate  their  indebtedness  and  record  of 
clearance  articles  shipped;  insure  cadet  store  purchases  over  25  dol¬ 
lars  are  for  personal  use  or  gift  and  to  record  restricted  purchases. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Filed  by  Military  Service  Number. 

Filed  by  other  identification  number  or  system  identifier. 
Safeguards:  Records  are  accessed  by.  custodian  of  the  record 
system.  " 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 


Retained  in  office  files  until  graduation  or  elimination  from  train¬ 
ing,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  burning. 

Retained  in  office  files  for  six  months  after  the  individual  ter¬ 
minates  military  service,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

Retained  in  ofuce  files  for  three  years  after  annual  cutoff  then 
destroyed;  retained  in  office  files  until  graduation  or  elimination 
from  training,  then  transferred  to  the  staging  area,  USAF  Acade¬ 
my,  CO  80840  for  one  additional  year,  then  destroyed. 

System  managerts)  and  address:  Dean  of  Faculty;  Commandant  of 
Cadets'  Cadet  Chaplain;  Communications  Squadron. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Cadet  and  agency  processed  through  individual  and  grading  offi¬ 
cial,  officer  application  folder;  comments  from  commandant  and 
staff  agencies;  source  documents;  provided  by  individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F90001  DAYY  A 

System  name:  Annual  Outstanding  Air  Force  Administration  and 
Executive  Support  Awards 

System  location:  Primary  system  at  the  Administrative  Systems 
Management  Division,  Directorate  of  Administration. 

At  Headquarters  United  States  Air  Force,  Washington  DC  20330. 
Decentralized  segments  may  be  found  within  Administration  offices  c 
and  at  nominating  units. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Categories  of  records  in  the  system:  Files  include  unit  or  command 
nomination  letters;  letters  of  commendation  citing  nominees  for 
their  achievements  and  selection  as  outstanding  administrators; 
'Hometown  News  Release  Data,'  for  military  personnel;  'Civilian 
News  Data,'  for  civilian  personnel. 

Authority  tor  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Files  are  used  for  review 
and  selection  of  award  recipients  by  committee.  Further  use  is  for 
preparation  of  certificates  of  recognition;  letters  of  commendation, 
and  preparation  of  news  articles  recognizing  individual  award 
recipients. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records. 

Maintained  in  file  folders. 

Retrievability:  Filed  by  name  within  major  conunand  or  separate 
operating  agency  sequence. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  nieed-to-know. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Director  of  Administration, 
Headquarters  United  States  Air  Force. 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Individual  must  give  name  and  organization  of  assignment.  The 
individual  may  visit  the  Director  or  Chief  of  Administration,  or  the 
Privacy  Officer,  of  any  installation. 
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Record  occen  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  rx  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  the  in¬ 
dividual's  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F90001  DPMSAAB 
System  name:  Military  Decorations 
System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  active  duty 
military  personnel. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel. 

Categories  of  records  in  the  system:  Supervisory  evaluation  of 
duty  performance  with  comments  by  commanders  at  intermediate 
levels. 

Authority  for  maintenance  of  the  system:  Title  10  United  States 
Code  Armed  Forces  -  Chapter  857,  Decorations  and  Awards,  Sec¬ 
tions  8741,  8742,  8743,  8746,  8749. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Award  of  military 
decorations  -  used  by  award  approval  authorities  to  determine 
qualification  for  recognition  through  award  of  a  decoration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievahility:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Destroyed  1  year  after  completion  by  tearing  into  pieces 
shredding,  pulping,  macerating  or  burning. 

System  managerfs)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  AFB,  Texas 
Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

or  individuals  may  contact  agency  officials  at  respective  loca- 
^  tions  in  order  to  exercise  their  rights  under  the  act. 

Record  access  procedures:  Same  procedures  as  for  notification 
above. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Supervisors'  evaluations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F90001  OKPNQSA 

System  name:  Air  University  Outstanding  Junior  Officer  of  the 
Year. 

System  location:  At  Headquarters  Air  University,  Maxwell  Air 
Force  Base,  AL  36112. 

DPA. 

Categories  of  individuals  covered  hy  the  system:  Air  Force  active 
duty  officer  personnel. 


Categories  of  records  in  the  system:  Personal  data,  letters  of 
nomination.  Photographs  and  related  documents  for  junior  officer 
nominated  for  award. 

Authority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  sy^m,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Review  and  select  from 
nominations  best  qusdified  officer.  Used  bv  Directorate  of  Person¬ 
nel  Programs  (DPA)  HQ  Air  University  and  board  members. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievahility:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  arc  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Director  of  Personnel  Programs, 
HQ  Air  University,  Maxwell  Air  Force  Base,  Alabama  36112 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Name,  SSAN.  May  visit  office  of  DPA  and  provide  military 
identification  card. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Nominating  unit  commander. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE  > 
F90001  ORKNMDA 

System  name:  Individual  Decorations  Approved  or  Disapproved. 

System  location:  Commander  in  Chief  Pacific  Air  Force 
(CINCPACAF/DPSP)  APO  San  Francisco  %553. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice. 

Categories  of  individuals  covered  hy  the  system:  All  active  duty 
personnel  who  served  in  PACAF  theater  of  operations  and  who 
were  submitted  for  decorations. 

Categories  of  records  in  the  system:  Files  provide  listings  of  mili¬ 
tary  personnel  on  whom  decorations  have  been  processed 
(approved/disapproved)  cites  name,  rank,  social  security  account 
number,  and  award  for  which  recommended. 

Authority  for  maintenance  of  the  system:  Section  8012  Title  10 
USC  as  implemented  by  Title  32  efr  part  882. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Pacific  Air 
Command  Headquarters  personnel  to  research  and  confirm  whether 
an  individual  has  been  awarded  a  decoration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  microfiche. 

Retrievahility:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

FUed  by  date  of  birth. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burmng. 
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Retained  in  office  files  for  two  years  after  annual  cut-off,  then 
destoyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  address:  Chief,  Personal  Affairs  Division, 
CINCPACA^PSP  APO  San  Francisco  96553 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Request  to  contain  name,  social  security  account  number,  award 
for  which  recommended. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F90001  OTMUHJA 
System  name:  Special  Awards  File. 

System  location:  Headquarters  Tactical  Air  Command,  Langley 
Air  Force  Base,  Virginia  23665. 

Categories  of  individuals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Air  Force  civilian  employees. 

Retired  Air  Force  general  officers. 

Categories  of  records  in  the  system:  Alphabetical  file  containing 
limited  award  and  biographical  data  on  TAC  personnel  where 
awards  have  been  approved  and  may  be  used  for  reference  in  fu¬ 
ture.  File  is  informational  in  nature  and  action  does  not  result 
therefrom. 

Authority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Command 
Awards  Branch  for  reference. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulpmg,  macerating,  or 
burning.  } 

System  manager(s)  and  address:  Director  of  Personnel,  Tactical 
Air  Command,  Lanf^ey  Air  Force  Base,  VA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F90001  OUMCBVA 
System  name:  Outstanding  Airman  of  Year. 

System  locatkm:  Director  of  Personal  Services  (DPS)  Headquar¬ 
ters  United  States  Air  Force  Security  Service  (USAFSS)  San  An¬ 
tonio  TX  78243. 

Categmte  of  individuals  covered  by  the  system:  Active  duty  en¬ 
listed  military  personnel  by  name. 

Categories  of  records  in  the  system:  Accomplishments,  pictures, 
biogra^cal  data. 


Authority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  recognition  to 
outstanding  Airmen. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  safes. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  nuinagcr(s)  and  address:  HQ  USAFSS  DPS. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F90001XOBXQPCA 

System  name:  Cadet  Awards  Case  Files 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Relatives  of 
deceas^  persons  who  are  memorialized  through  cadet  awards. 

Categories  of  records  in  the  system:  Cadet  Awards  files  by  award 
area,  including  background  on  person  memorialized,  donor  financial 
arrangements,  record  of  award  winners  and  administrative  history. 

Authority  for  maintenance  of  the  system:  I0USCr903 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  continuing  award 
sponsorship  business  with  donors,  which  consist  of  private  in¬ 
dividuals,  patriotic  and  veteran  organizations,  and  major  air  com¬ 
mand. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  security  file  containers/cabinets. 

Retenthm  and  disposal:  AF  525  pending  approval;  five  year  reten¬ 
tion  in  office  area  before  retiring  to  base  staging  area  for  45  addi¬ 
tional  years.  Destroyed  by  tearing  into  pieces. 

System  managerfs)  and  address:  Deputy  Chief  of  Staff /Personnel, 
Headquarters  United  States  Air  Force. 

Washington  DC  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  the  public  media. 

Systems  exempted  from'certain  provisions  of  the  act:  NONE 
F90001XRDE  A 

System  name:  9(X)01XRDE  A  Ha^Id  Brown  Award 

System  locatioo:  Headquarters,  of  the  United  States  Air  Force, 
major  commands  and  major  subordinate  commands. 
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Calcgorks  of  individuali  covered  by  the  lyitcni:  All  Air  Force  ac¬ 
tive  duty  military  and  civilian  personnel  engaged  in  some  phase  of 
the  total  Research  and  Development  effort. 

Categorica  of  records  la  the  system:  Individual  nominations, 
photographs,  minutes  of  the  Review  Committee,  Award  announce¬ 
ment  ana  substantiating  documents. 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Ine  purpose  is  to  recog¬ 
nize  a  significant  achievement  in  Research  and  Development  by 
one  person  which  led  to,  or  demonstrated  promise  of,  a  substantijd 
improvement  in  the  operational  effectiveness  of  the  Air  Force. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievahillty:  Filed  by  Name,  Social  Security  Number  (SSN),  or 
Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  safes. 

Retention  and  disposal:  Non-selected.  Retained  in  office  files  for 
one  year  after  annual  cut-off,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  maceratirig,  or  burning.  Selected.H 

System  managcr(s)  and  address:  Deputy  Chief  of  Staff/Research 
and  Development,  Headquarters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Request  should  contain  name 
and/or  social  security  account  number. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager.  Mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Authorized  nominating  organizations. 

Systems  exempted  from  certain  provishms  of  the  act:  NONE 
F90001XRDE  B 

System  name:  90001 XRDE  B  USAF  Research  and  Development 
Award 

System  location:  Headquarters,  of  the  United  States  Air  Force, 
major  commands  and  major  subordinate  commands. 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel  assigned  for  duty  with  an  Air  Force 
Research  and  Development  organization. 

Categories  of  records  in  the  system:  Individual  nominations, 
photographs,  minutes  of  the  Selection  Committee,  Award  an¬ 
nouncement  and  substantiating  documents. 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposM  of  such  uses:  The  award  was 
established  to  emphasize  the  scientific  efforts  and  achievements  of 
the  Air  Force  Research  and  Development  program. 

Policies  and  practices  for  storipg,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevability:  Filed  by  Name,  Social  Security  Number  (SSN)  or 
Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
ana  cleared  for  need-to-know.  Records  are  stored  in  safes. 

Retentioa  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning.  Retained  in  onice  files  for  two 
years  after  annual  cut-off,  then  retired  to  Washington  National 
Records  Center,  Washington  DC  20409,  for  permanent  retention. 

System  managerfs)  and  address:  Deputy  Chief  of  Staff/Research 
and  Development,  Headquarters  United  States  Air  Force. 

Nodficatiun  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Request  should  contain  name 
and/or  social  security  account  number. 


Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Mana^r.  Mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  atxess  to 
records  ana  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  oe  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Authorized  nominating  organizations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 

DEPARTMENT  OF  THE  AIR  FORCE  ADDRESS 
DIRECTORY 


OFFICE  OF  THE  SECRETARY  OF  THE  AIR 
FORCE 
and 

HEADQUARTERS  UNITED  STATES  AIR  FORCE 
(Located  Within  the  Washington,  DC  area) 

Office  of  the  Secretary  of  the  Air  Force 
Washington,  D.C.  20330 

Assistant  Secretary  of  the  Air  Force 
(Financial  Management) 

Washington,  D.C.  20330 


Assistant  Secretary  of  the  Air  Force 
(Research  and  E)eve)opment) 
Washington,  D.C.  20330 


Assistant  Secretary  of  the  Air  Force 
(Installations  and  Logistics) 
Washington,  D.C.  20330 


Assistant  Secretary  of  the  Air  Force 
(Manpower  and  Reserve  Affairs) 
Washington,  D.C.  20330 


Assistant  to  the  Secretary  of  the  Air  Force 
(International  Affairs) 

Washington,  D.C.  20330 


Administrative  Assistant  to  the 
Secretary  of  the  Air  Force 
Washington,  D.C.  20330 


General  Counsel  Department  of  the  Air  Force 
Washington,  D.C.  20330 


Office  of  the  Secretary  of  the  Air  Force 
Director,  Legislative  Liaison 
Washington,  D.C.  20330 


Office  of  the  Secretary  of  the  Air  Force 
Director,  Office  of  Information 
Washington,  D.C.  20330 


Office  of  the  Secretary  of  the  Air  Force 
Director,  Office  of  Space  Systems 
Washington,  D.C.  20330 


Chief  of  Staff 
United  States  Air  Force 
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Washington,  D.C.  20330 


Washington,  D.C.  20330 


Vice  Chief  of  Staff 
United  States  Air  Force 
Washington,  D.C.  20330 


Deputy  Chief  of  Staff,  Research  and  Development 
United  States  Air  Force 
Washington.  D.C.  20330 


Assistant  Vice  Chief  of  Staff 
United  States  Air  Force 
Washington,  D.C.  20330 


'*N 

Deputy  Chief  of  Staff,  Systems  and  Logistics 
United  States  Air  Force 
Washington,  D.C.  20330 


USAF  Scientific  Advisory  Board 
United  States  Air  Force 
Washington,  D.C.  20330 


Chief  Scientist 
United  States  Air  Force 
Washington.  D.C.  20330 


Surgeon  General 
United  States  Air  Force 
Washington.  D.C.  20330 


Inspector  General  of  the  Air  Force 
Washington,  D.C.  20330 


The  Judge  Advocate  General 
United  States  Air  Force 
Washington,  D.C.  20330 


OmCE  OF  THE  SECRETARY  OF  THE  AIR 
FORCE 
and 

HEADQUARTERS  UNITED  STATES  AIR  FORCE 
(Located  Outside  the  Washington,  DC  area) 

Air  Force  Emergency  Operations  Center 
Fort  Ritchie.  MD  21719 


Air  Force  Liaison  Office 
Air  Force  Publications  Distribution  Center 
Baltimore,  MD  21220 


Alternate  Headquarters  United  States  Air  Force 
Maxwell  Air  Force  Base,  AL  36112 


Assistant  DCS/Personnel  -  Military  Personnel 
Randolph  Air  Force  Base.  TX  78148 


Assistant  Chief  of  Staff,  Intelligence 

United  States  Air  Force  Auditor  General 

Washington,  D.C.  20330  Norton  Air  Force  Base,  CA  92409 


Chief,  National  Guard  Bureau 
Washington,  D.C.  20330 


Chief,  Air  Force  Reserve 
Washington,  D.C.  20330 


Assistant  Chief  of  Staff,  Studies  and  Analysis 
United  States  Air  Force 
Washington,  D.C.  20330 


Chief  of  Chaplains 
United  States  Air  Force 
Washington.  D.C.  20330 


Central  Autontated  Inventory  and  Referral  System 
Hill  Air  Force  Base,  UT  84406 


Chief,  Los  Angeles  Office  of  Information 
1 1000  Wilshire  Boulevard,  Room  10114 
Los  Angeles,  CA  90024 


Chief,  New  York  Office  of  Information 
663  Sth  Avenue,  Room  340 
New  York,  NY  10022 


Dayton  Appellate  Review  Office 
Wright-Patterson  Air  Force  Base,  OH  4S433 


Director  of  Administration 
United  States  Air  Force 
Washington,  D.C.  20330 


Deputy  Inspector  General  for  Inspection  &  Safety 
Norton  Air  Force  Base,  CA  92409 


Comptroller  of  the  Air  Force 
Washington,  D.C.  20330 


Deputy  Chief  of  Staff,  Personnel 
United  States  Air  Force 
Washington.  D.C.  20330 


Deputy  Chief  of  Staff,  Programs  and  Resources 
United  States  Air  Force 
Washington.  D.C.  20330 


Deputy  Chief  of  Staff,  Plans  and  Operations 
United  States  Air  Force 


Director  of  Accounting  &  Finance 
Denver,  CO  80279 


Director  of  Special  Projects 
Los  Angeles  Air  Force  Station 
PO  Box  92960 
Worklway  Postal  Center 
Los  Angeles,  CA  90009 


Document  Security  Branch 
Fort  Ritchie.  MD  21719 


FLUE  (Federal  Legal  Information  Through  Electronics) 
•  3800  York  Street 
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Denver,  CO  80205 


Orientation  Group,  United  States  Air  Force 
Wright- Patterson  Air  Force  Base,  OH  45433 


Research  &  Development  Liaison  Office,  Bonn,  Germany 
Box  410 

APO  New  York  09080 


Research  &  Development  Liaison  Office,  London,  England 
USAIRA  Box  36 
FPO  New  York  09510 


San  Antonio  Appellate  Review  Office 
Room  540,  New  Moore  Building 
106  Broadway 
San  Antonio,  TX  78205 


United  States  Air  Force  Personnel  Development  Center 
Building  322 

Gunter  Air  Force  Station,  AL  36114 


US  Air  Force  Personnel  Management 
Evaluation  Office 
727  East  Durango,  Room  A614 
San  Antonio,  TX  78206 


MAJOR  COMMANDS  AND  SEPARATE 
OPERATING  AGENCIES 

Aerospace  Defense  Command 
Ent  Air  Force  Base,  CO  80912 


Air  Force  Accounting  and  Finance  Center 
Denver,  CO  80279 


Air  Force  Audit  Agency 
Norton  Air  Force  Base,  CA  92409 


Air  Force  Commissary  Service 
Kelly  Air  Force  Base,  TX  78241 


Air  Force  Conununications  Service 
Richards-Gebaur  Air  Force  Base,  MO  64030 


Air  Force  Data  Automation  Agency 
Gunter  Air  Force  Station,  AL  36114 


Air  Force  Inspection  and  Safety  Center 
Norton  Air  Force  Base,  CA  92409 


Air  Force  Intelligence  Service 
Bolling  Air  Force  Base,  DC  20332 


Air  Force  Logistics  Command 
Wright- Patterson  Air  Force  Base,  OH  45433  >/.' 


Air  Force  Management  Engineering  Agency 
Randolph  Air  Force  Base,  TX  78148  .'i 


Air  Force  Military  Personnel  Center 
Randolph  Air  Force  Base,  TX  78148 


Air  Force  Office  of  Special  Investigations 
Washington,  DC  20314 


Air  Force  Reserve 
Robins  Air  Force  Base,  GA  31098 


Air  Force  Systems  Command 
Andrews  Air  Force  Base,  DC  20334 


Air  Force  Test  and  Evaluation  Center 
Kirtland  Air  Force  Base,  NM  87117 


Air  Reserve  Personnel  Center 
3800  York  Street 
Denver,  CO  80205 


Air  Training  Command 
Randolph  Air  Force  Base,  TX  78148 


Air  University 

Maxwell  Air  Force  Base,  AL  36112 


Alaskan  Air  Command 
APO  SeatUe  98742 


Commander-in-Chief 

United  States  Air  Forces  Europe 
APO  New  York  09012 


Commandcr-in-Chief 
Pacific  Air  Forces 
APO  San  Francisco  %553 


Commander-in-Chief 
Strategic  Air  Command 
Offutt  Air  Force  Base,  NE  681 13 


Military  Airlift  Conunand 
Scott  Air  Force  Base,  IL  62225 


Tactical  Air  Command  ’ 

Langley  Air  Force  Base,  VA  23665 


United  States  Air  Force  Academy 
USAF  Academy,  CO  80840 


United  States  Security  Service 
San  Antonio,  TX  78243 

AIR  FORCE  OFFICE  OF  SPECIAL 
INVESTIGATIONS 
(Districts  and  Detachments) 

Air  Force  Office  of  Special  Investigations 
Washington  DC  20314 


AFOSI  District  1 
Pease  Air  Force  Base,  NH  03801 


AFOSI  Detachment  102 
L  G  Hanscom  Air  Force,  Base  MA  01731 
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AFOSI  Detachment  106 
Loring  Air  Force  Base.  ME  047S0 


AFOSI  Detachment  109 
Griffiss  Air  Force  Base,  NY  13440 


AFOSI  Detachment  71 1 
Tyndall  Air  Force  Base,  FL  32401 


AFOSI  Detachment  712 
Robins  Air  Force  Base,  GA  31098 


*  AFOSI  Detachment  1 10 
Hancock  Field,  NY  1322S 


AFOSI  Detachment  1 1 1 
Plattsburgh  Air  Force  Base,  NY  12903 


AFOSI  District  4 

Andrews  Air  Force  Base,  DC  20331 


AFOSI  Detachment  403 
Dover  Air  Force  Base,  DE  19901 


AFOSI  Detachment  404 
APO  New  York  09406 


AFOSI  Detachment  41 1 
Bolling  Air  Force  Base,  DC  20332 


AFOSI  Detachment  412 
26  Federal  Plaza,  Room  17S9 
New  York,  NY  10007 


AFOSI  Detachment  413 
McGuire  Air  Force  Base,  NJ  08641 

■  i  ii 

AFOSI  District  5 

Wright-Patterson  Air  Force  Base,  OH  45433 


AFOSI  Detachment  503 
Rickenbacker  Air  Force  Base,  OH  43217 


AFOSI  Detachment  507 
Selfridge  Air  National  Guard  Base,  MI  48045 


AFOSI  Detachment  508 
Kincheloe  Air  Force  Base,  MI  49788 


AFOSI  Detachment  509 
Wurtsmith  Air  Force  Base.  MI  48753 


AFOSI  Detachment  512 
K  I  Sawyer  Air  Force  Base,  Ml  49843 


AFOSI  District  7 
Patrick  Air  Force  Base,  FL  32925 


AFOSI  Detachment  707 
Homestead  Air  Force  Base,  FL  33030 


AFOSI  Detachment  709 
MacDill  Air  Force  Base,  FL  33608 


AFOSI  Detachment  710 
Eglin  Air  Force  Base,  FL  32542 


AFOSI  Detachment  716 
Eglin  Air  Force  Auxiliary  Field  9,  FL  32544 


AFOSI  Detachment  717 
Moody  Air  Force  Base,  GA  31601 


AFOSI  District  8 

Maxwell  Air  Force  Base,  AL  36112 


AFOSI  Detachment  803 
Craig  Air  Force  Base,  AL  36701 


AFOSI  Detachment  810 
England  Air  Force  Base,  LA  71301 


AFOSI  Detachment  811 
Columbus  Air  Force  Base,  MS  39701 


AFOSI  Detachment  812 
Keesler  Air  Force  Base,  MS  39534 


AFOSI  Detachment  813 
Little  Rock  Air  Force  Base,  AR  72076 


AFOSI  Detachment  814 
Blytheville  Air  Force  Base;  AR  72315 


AFOSI  Detachment  815 
Barksdale  Air  Force  Base,  LA  71110 


AFOSI  District  10 
San  Antonio  Air  Force  Station, 
Box  8678,  Wainwright 
San  Antonio  TX  78208 


AFOSI  Detachment  1001 
Bergstrom  Air  Force  Base,  TX  78743 


AFOSI  Detachment  1008 
Goodfellow  Air  Force  Base,  TX  76901 


AFOSI  Detachment  1012 
Lackland  Air  Force  Base,  TX  78236 


AFOSI  Detachment  1014 
Laughlin  Air  Force  Base,  TX  78840 


AFOSI  Detachment  1015 
Randolph  Air  Force  Base,  TX  78148 


AFOSI  Detachment  1016 
Kelly  Air  Force  Base,  TX  78241 


AFOSI  Detachment  1018 
Brooks  Air  Force  Base,  TX  78235 
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AFOSI  District  11 
Tinker  Air  Force  Base,  OK  73I4S 


AFOSI  Detachment  1 101 
Altus  Air  Force  Base,  OK  73521 


AFOSI  Detachment  1108 
Carswell  Air  Force  Base,  TX  76127 


AFOSI  Detachment  1 1 10 
Dyess  Air  Force  Base,  TX  79607 


AFOSI  Detachment  1114 
Sheppard  Air  Force  Base,  TX  76311 


AFOSI  Detachment  1115 
Vance  Air  Force  Base,  OK  73701 


AFOSI  Detachment  1116 
Webb  Air  Force  Base,  TX  79720 


AFOSI  Detachment  1117 
Reese  Air  Force  Base,  TX  79489 


AFOSI  District  12 
Chanute  Air  Force  Base,  IL  61868 


AFOSI  Detachment  1202 
Grissom  Air  Force  Base,  IN  46971 


AFOSI  Detachment  1203 
Scott  Air  Force  Base,  IL  62225 


AFOSI  Detachment  1205  > 

Richards-Gebaur  Air  Force  Base,  MO  64031 


AFOSI  Detachment  1206 
Whiteman  Air  Force  Base,  MO  65301 


AFOSI  Detachment  1207 
POBox  4729 
Chicago,  IL  60680 


AFOSI  Detachment  I2II 
Duluth  International  Airport,  MN  55814 


AFOSI  District  13 
Offutt  Air  Force  Base,  NE  681 13 


AFOSI  Detachment  1302 
PO  Box  217 

Ellsworth  Air  Force  Base,  SD  57706 


AFOSI  Detachment  1306  T  -..i. 

Bldg  1218 

McConnell  Air  Force  Base,  KS  67221  .  ;<;>() 

AFOSI  Detachment  1312 

Minot  Air  Force  Base,  ND  58701  , , 


AFOSI  Detachment  1313 


Grand  Forks  Air  Force  Base,  ND  58201 


AFOSI  District  14 
Lowry  Air  Force  Base,  CO  80230 


AFOSI  Detachment  1401 
Ent  Air  Force  Base,  CO  80912 


AFOSI  Detachment  1402 
F  E  Warren  Air  Force  Base,  WY  82001 


AFOSI  Detachment  1404 
Hill  Air  Force  Base,  UT  84406 


AFOSI  District  17 
Kirtiand  Air  Force  Base,  NM  87117 


AFOSI  Detachment  1702 
PO  Box  609 
Main  Post  Office 
Clovis,  NM  88101 


AFOSI  Detachment  1703 
PO  Box  15003 
Tucson.  AZ  85708 


AFOSI  Detachment  1704 
PO  Box  548 

Holloman  Air  Force  Base,  NM  88330 


AFOSI  Detachment  1705 
Luke  Air  Force  Base,  AZ  85309 


AFOSI  Detachment  1707 
Williams  Air  Force  Base,  AZ  85224 


AFOSI  District  18 
Norton  Air  Force  Base,  CA  92409 


AFOSI  Detachment  1801 
PO  Box  248 

Edwards  Air  Force  Base,  CA  93523 


AFOSI  Detachment  1802 
George  Air  Force  Base,  CA  92392 


AFOSI  Detachment  1803 
March  Air  Force  Base,  CA  92508 


AFOSI  Detachment  1810 
Vandenberg  Air  Force  Base,  CA  93437 


AFOSI  Detachment  1811 
PO  Box  92960 
Worldway  Postal  Center 
Los  Angeles,  CA  90009 


AFOSI  Detachment  1812 
Nellis  Air  Force  Base,  NV  89191 


AFOSI  District  19 
Travis  Air  Force  Base,  CA  94535 
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AFOSI  Detachment  1901 
Beale  Air  Force  Base,  CA  95903 


AFOSI  Detachment  1902 
Castle  Air  Force  Base,  CA  95342 


AFOSI  Detachment  1904 
Mather  Air  Force  Base,  CA  95655 


AFOSI  Detachment  1905 
McClellan  Air  Force  Base,  CA  95652 


AFOSI  Detachment  1910 
Treasure  Island,  CA  94130 


AFOSI  District  20 

McChord  Air  Force  Base,  WA  98438 


AFOSI  Detachment  2001 
PO  Box  1332 

Fairchild  Air  Force  Base,  WA  99011 


AFOSI  Detachment  2006 
Malmstrom  Air  Force  Base,  MT  59402 


AFOSI  Detachment  2007 
Mt  Home  Air  Force  Base,  ID  83648 


AFOSI  District  21 
Langley  Air  Force  Base,  VA  23665 


AFOSI  Detachment  2101 
Pope  Air  Force  Base,  NC  28308 


AFOSI  Detachment  2102 
Shaw  Air  Force  Base,  NC  29152 


AFOSI  Detachment  2103 
Charleston  Air  Force  Base,  SC  29404 


AFOSI  Detachment  2104 
Seymour  Johnson  Air  Force  Base,  NC  27531 


AFOSI  Detachment  2105 
Myrtle  Beach  Air  Force  Base,  SC  29577 


AFOSI  District  30 
APO  New  York  09020 


AFOSI/Assistant  Deputy  Commander  for  Investigative 
Operations,  Pacific 
APO  San  Francisco  96553 


AFOSI  District  41 
APO  San  Francisco  96334 


AFOSI  District  42 
APO  San  Francisco  96274 


AFOSI  Detachment  4201 
APO  San  Francisco  96528 


AFOSI  District  43 
APO  San  Francisco  96239 


AFOSI  District  44 
APO  San  Francisco  96553 


AFOSI  District  45 

APO  San  Francisco  96301 


AFOSI  Detachment  4502 
APO  San  Francisco  96264 


AFOSI  Detachment  4506 
APO  San  Francisco  96570 


AFOSI  District  46 

APO  San  Francisco  96328 


AFOSI  Detachment  4606 
APO  San  Francisco  %519 


AFOSI  District  49 

APO  San  Francisco  96280 


AFOSI  Detachment  4904 
APO  San  Francisco  %360 


AFOSI  District  51 
APO  San  Francisco  96346 


AFOSI  Detachment  5103 
APO  San  Francisco  96288 


AFOSI  Detachment  5105 
APO  San  Francisco  %330 


AFOSI/Assistant  Deputy  Commander  for  Investigative 
Operations,  Europe 
APO  New  York  09332 


AFOSI  District  62 
APO  New  York  09120 


AFOSI  Detachment  6201 
FPO  New  York  09510 


AFOSI  Detachment  6202 
APO  New  York  09179 


AFOSI  Detachment  6203 
APO  New  York  09194 


AFOSI  Detachment  6204 
APO  New  York  09238 


AFOSI  Detachment  6205 
APO  New  York  09755 


AFOSI  Detachment  6206 
APO  New  York  09193 
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AFOSI  District  65 
APO  New  York  09794 


AFOSI  Detachment  6501 
APO  New  York  09293 


AFOSI  Detachment  6502 
APO  New  York  09240 


AFOSI  Detachment  6505 
APO  New  York  09794 


AFOSI  District  68 
APO  New  York  09283 


AFOSI  Detachment  6801 
APO  New  York  09286 


AFOSI  Detachment  6904 
APO  New  York  09205 


AFOSI  District  70 
APO  New  York  09332 


AFOSI  Detachment  7010 
APO  New  York  09057 


AFOSI  Detachment  701 1 
APO  New  York  09132 


AFOSI  Detachment  7013 
APO  New  York  09154 


AFOSI  Detachment  7014 
APO  New  York  09109 


AFOSI  Detachment  7024 
APO  New  York  09012 


AFOSI  Detachment  7028 
APO  New  York  0961 1 


AFOSI  Detachment  7029 
Box  245 

APO  New  York  09080 


AFOSI  Detachment  7030 
APO  New  York  09292 


AFOSI  Detachment  7031 
APO  New  York  09860 


AFOSI  Detachment  7032 
APO  New  York  09130 


AFOSI  District  71 
APO  New  York  09223 


AFOSI  Detachment  7101 
APO  New  York  09291 
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AFOSI  District  72  > 

APO  New  York  09205 


AFOSI  District  81 
APO  Seattle  98742 


AFOSI  Detachment  8101 
APO  Seattle  98737 


AIR  FORCE  RESERVE  OFFICERS  TRAINING 
CORPS  UNITS 

HQ,  Air  Force  Reserve  Officers  Training  Corps 
Maxwell  Air  Force  Base  AL,  36112  * 


AFROTC  Detachment  5 
Auburn  University 
Auburn,  AL  36830 


AFROTC  Detachment  7 
Livingston  State  University 
Livingston,  AL  35470 


AFROTC  Detachment  10 
University  of  Alabama 
University,  AL  3548^ 


AFROTC  Detachment  12 
Samford  University 
Birmingham,  AL  35209 


AFROTC  Detachment  15 
Tuskegee  Institute 
Tuskegee,  AL  36088 


AFROTC  Detachment  17 
Troy  State  University 
Troy,  AL  36081 


AFROTC  Detachment  19 
Alabama  State  University 
Montgomery,  AL  36101 


AFROTC  Detachment  20 
University  of  Ari2ona  ^ 
Tucson.  AZ  85721 


AFROTC  Detachment  25 
Arizona  State  University 
Tempe,  AZ  85281 


AFROTC  Detachment  27 
Northern  Arizona  University 
Flagstaf,  AZ  86001 


'  (I  1/ 
,  vX  oq/s 


)  •!  IXfVlA 
•  no  A 


AFROTC  Detachment  30# 
University  of  Arkansas  ' 
Fayetteville,  AR  72701 


AFROTC  Detachment  32 

University  of  Arkansas  at  Monticello 
Monticello,  AR  71655 
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AFROTC  Detachment  3S 
California  State  University  Fresno 
Fresno,  CA  93710 


AFROTC  Detachment  40 
Loyola  University  of  Los  Angeles 
Los  Angeles,  CA  90045 


AFROTC  Detachment  45 
California  State  University  San  Jose 
San  Jose,  CA  95114 


AFROTC  Detachment  55 
University  of  California  at  Los  Angeles 
Los  Angeles,  CA  90024 


AFROTC  Detachment  60 
University  of  Southern  Calif 
Los  Angeles,  CA  90007 


AFROTC  Detachment  75 
California  State  University  San  Diego 
San  Diego,  CA  92115 


AFROTC  Detachment  80 
California  State  University  San  Francisco 
San  Francisco,  CA  94132 


AFROTC  Detachment  85 
University  of  California 
Berkeley,  CA  94720 


AFROTC  Detachment  90 
Colorado  State  University 
Ft  Collins,  CO  80521 


AFROTC  Detachment  100 
University  of  Northern  Colorado 
Greeley,  CO  80631 


AFROTC  Detachment  105 
University  of  Colorado 
Boulder,  CO  80302 


AFROTC  Detachment  115 
University  of  Connecticut 
Storrs,  CT  06268 


AFROTC  Detachment  130 
Howard  University 
Wash,  DC  20001 


AFROTC  Detachment  145 
Florida  State  University 
Tallahassee,  FL  32306 


AFROTC  Detachment  150 
University  of  Florida 
Gainesville,  FL  32601 


Embry-Riddle  Aeronautical  University 
Daytona  Beach,  FL  32015 


AFROTC  Detachment  159 
Florida  Technological  University 
Orlando,  FL  32816 


AFROTC  Detachment  160 
University  of  Georgia 
Athens,  GA  30601 


AFROTC  Detachment  165 
Georgia  Institute  of  Technology 
Atlanta,  GA  30332 


AFROTC  Detachment  172 
Valdosta  State  College 
Valdosta,  GA  31601 


AFROTC  Detachment  175 
University  of  Hawaii 
Honolulu,  HI  96822 


AFROTC  Detachment  180 
University  of  Idaho 
Moscow,  ID  83844 


AFROTC  Detachment  185 
Bradley  University 
Peoria,  IL  61606 


AFROTC  Detachment  190 
University  of  Illinois 
Champaign,  IL  61820 


AFROTC  Detachment  195 
Illinois  Institute  of  Technology 
Chicago,  IL  60616 


AFROTC  Detachment  205 
Southern  Illinois  University 
Carbondale,  IL  62901 


AFROTC  Detachment  206 

Southern  Illinois  University  at  Edwardsville 
Edwardsville,  IL  62025 


AFROTC  Detachment  207 
Parks  College  of  St  Louis 
Cahokia,  IL  62206 


AFROTC  Detachment  210 
Butler  University 
Indianapolis,  IN  46207 


AFROTC  Detachment  215 
Indiana  University 
Bloomington,  IN  47401 


AFROTC  Detachment  155 
University  of  Miami 
Coral  Gables,  FL  33124 


AFROTC  Deuchment  157 


AFROTC  Detachment  220 
Purdue  University 
Lafayette.  IN  47906 


AFROTC  Detachment  225 
University  of  Notre  Dame 


FEDERAL  REGISTER,  VOL.  42,  NO.  188 — WEDNESDAY,  SEPTEMBER  28,  1977 


DEPARTMENT  OF  DEFENSE 


Notre,  Dame  IN  46SS6 

AFROTC  Detachment  330 

AFROTC  Detachment  240  University  of  Maryland 

University  of  Evansville  College  Park,  MD  20742 

Evansville,  IN  47704 


AFROTC  Detachment  330A  « 

AFROTC  Detachment  245  University  of  Maryland,  Eastern  Shore 

Coe  College  Prince  Anne,  MD  21853 

Cedar  Rapids,  lA  52420 


AFROTC  Detachment  250 
Iowa  State  University 
Ames,  lA  50010 


AFROTC  Detachment  340 
College  of  the  Holy  Cross 
Worcester,  MA  01610 


AFROTC  Detachment  255 

State  University  of  Iowa 

Iowa  City,  lA  52240 

AFROTC  Detachment  345 

Lowell  Technological  Institute 

Lowell,  MA  01854 
\ 

AFROTC  Detachment  270 

Kansas  State  University 

Manhattan,  KS  66504 

AFROTC  Detachment  365 

Massachusetts  Institute  of  Technology 
Cambridge,  MA  02139 

AFROTC  Detachment  275 

Wichita  State  University 

Wichita,  KS  67208 

•  AFROTC  Detachment  370 

University  of  Massachusetts 

Amherst,  MA  pi002 

AFROTC  Detachment  280 

University  of  Kansas 

Lawrence,  KS  66044 

'A 

AFROTC  Detachment  380 

Michigan  State  University 

East  Lansing,  MI  48823 

AFROTC  Detachment  285 

Washburn  University  of  Topeka 

Topeka,  KS  66621 

AFROTC  Detachment  385 

University  of  Detroit 

Detroit.  MI  48221 

AFROTC  Detachment  290 

University  of  Kentucky 

Lexington,  KY  40506 

AFROTC  Detachment  390 

University  of  Michigan 

Ann  Arbor,  MI  48104 

AFROTC  Detachment  295  r 

University  of  Louisville 

Louisville,  KY  40208 

’■1  / 

} 

AFROTC  Detachment  400 

Michigan  Technological  University 
Houghton,  MI  49931 

AFROTC  Detachment  305 

Louisiana  Polytechnic  Institute 

Ruston,  LA  71270 

AFROTC  Detachment  410 

College  of  St  Thomas 

St  Paul,  MN  55101 

AFROTC  Detachment  310 

Louisiana  State  University  &  A&M  College 
Baton  Rouge,  LA  70803 

AFROTC  Detachment  415 

University  of  Minnesota 

Minneapolis,  MN  55455 

AFROTC  Detachment  311  -  f  . 

Grambling  College 

Grambling,  LA  71245 

.  .)l  ',  •• 

AFROTC  Detachment  420 

University  of  Minnesota 

Duluth,  MN  55812 

AFROTC  Detachment  315 

University  of  Southwestern  Louisiana  <  .  .  ■  . 

Lafayette,  LA  70501  i  .n 

■I  _i  •  rtiibnl 

AFROTC  Detachment  425 

Mississippi  State  University 

State  College,  MS  39762 

AFROTC  Detachment  320  r  Mrnj  ■ 

Tulane  University 

New  Orleans,  LA  70118 

i  iTOJH/ 

r.  ■  bis  I 

AFROTC  Detachment  430 

University  of  Mississippi 

University  MS  38677 

AFROTC  Detachment  320A 

NichoUs  State  University 

Thibodaux,  LA  70301 

AFROTC  Detachment  432 

University  of  Southern  Mississippi 
Hattisburg,  MS  39401 
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AFROTC  Detachment  434 

Mississippi  Valley  State  College 
Itta  Bena.  MS  38941 


AFROTC  Detachment  437 
Southeast  Missouri  State  College 
Cape  Girardeau,  MO  63701 


AFROTC  Detachment  440 
University  of  Missouri 
Columbia,  MO  65201 


AFROTC  Detachment  442 
University  of  Missouri  at  RoUa 
Rolla,  MO  65401 


AFROTC  Detachment  450 
Montana  State  University 
Bozeman,  MT  59715 


AFROTC  Detachment  455 
University  of  Montana 
Missoula,  MT  59801 


AFROTC  Detachment  465 
University  of  Nebraska 
Lincoln,  NE  68508 


AFROTC  Detachment  470 
University  of  Nebraska  at  Omaha 
Omaha,  NE  68101 


AFROTC  Detachment  475 
University  of  New  Hampshire 
Durham,  NH  03824 


AFROTC  Detachment  485 
Rutgers  The  State  University 
New  Brunswick,  NJ  08903 


AFROTC  Detachment  490 
Newark  College  of  Engineering 
Newark,  NJ  07102 


AFROTC  Detachment  495 
Stevens  Institute  of  Technology 
Hoboken,  NJ  07030 


AFROTC  Detachment  505 
New  Mexico  State  University 
Las  Cruces,  NM  88001 


AFROTC  Detachment  510 
University  of  New  Mexico 
Albuquerque,  NM  87106 


AFROTC  Detachment  520 
Cornell  University 
Ithaca,  NY  14850 


AFROTC  Detachment  535 
Syracuse  University 
Syracuse,  NY  13210 
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AFROTC  Detachment  550 

Rensselaer  Polytechnic  Institute 
Troy,  NY  12181 


AFROTC  Detachment  560 
Manhattan  College 
Bronx,  NY  10471 


AFROTC  Detachment  585 
Duke  University 
Durham,  NC  27706 


AFROTC  Detachment  590 
University  of  North  Carolina 
Chapel  Hill,  NC  27514 


AFROTC  Detachment  595 

North  Carolina  State  University 
Raleigh,  NC  27606 


AFROTC  Detachment  600 
East  Carolina  University,  PO  Box  2766 
Greenville,  NC  27834 


AFROTC  Detachment  605 
North  Carolina  A  &  T  State  University 
Greensboro,  NC  27411 


AFROTC  Detachment  607 
Fayetteville  State  University 
Fayetteville,  NC  28301 


AFROTC  Detachment  610 

North  Dakota  State  University  of  A  &  AS 
Fargo,  ND  58103 


AFROTC  Detachment  615 
University  of  North  Dakota 
Grand  Forks,  ND  58201 


AFROTC  Detachment  620 

Bowling  Green  State  University 
Bowling,  Green  OH  43402 


AFROTC  Detachment  630 
Kent  State  University 
Kent,  OH  44240 


AFROTC  Detachment  640 
Miami  University 
Oxford,  OH  45056 


AFROTC  Detachment  645 
Ohio  State  University 
Columbus,  OH  43210 


AFROTC  Detachment  646 
Capital  University 
Columbus,  OH  43209 


AFROTC  Detachment  650 
Ohio  University 
Athens,  OH  45701 


AFROTC  Detachment  660 


FEDERAL  REGISTER,  VOL.  4»,  NO.  188 — WEDNESDAY,  SEPTEMBER  28,  1977 


DEPARTMENT  OF  DEFENSE 


51047 


University  of  Akron 
Akron,  OH  44304 


AFROTC  Detachment  665 
University  of  Cincinnati 
Cincinnati.  OH  45221 


AFROTC  Detachment  670 
Oklahoma  State  University 
Stillwater,  OK  74074 


AFROTC  Detachment  675 
University  of  Oklahoma 
Norman,  OK  73069 


AFROTC  Detachment  685 
Oregon  State  University 
CorvaUis.  OR  97331 


AFROTC  Detachment  690 
University  of  Oregon 
Eugene,  OR  97403 


AFROTC  Detachment  695 
University  of  Portland 
PortUnd,  OR  97203 


AFROTC  Detachment  710 
Gettsburg  College 
Gettsburg,  PA  17325 


AFROTC  Detachment  715 
Lehigh  University 
Bethlehem,  PA  18015 


AFROTC  Detachment  720 
Pennsylvania  State  University 
University  Park,  PA  16802 


AFROTC  Detachment  730 
University  of  Pittsburgh 
Pittsburgh.  PA  15213 


AFROTC  Detachment  735 
Allegheny  College 
Meadville,  PA  16335 


AFROTC  Detachment  745 
Grove  City  College 
Grove  City,  PA  16127 


AFROTC  Detachment  750 
St  Joseph’s  College 
Philadelphia.  t>A  19131 


AFROTC  Detachment  752 
Wilkes  College 
Wilkes  Barre,  PA  18703 

AFROTC  Detachment  755 
University  of  Puerto  Rico 
Rio  Piedras,  PR  00931 


AFROTC  Detachment  756 
University  of  Puerto  Rko 
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AFROTC  Detachment  765 
The  Citadel 
Charleston.  SC  29409 


AFROTC  Detachment  770 
Clemson  University 
Clemson.  SC  29631 


AFROTC  Detachment  772 
Baptist  College  at  Charleston 
Charleston.  SC  29411 


AFROTC  Detachment  775 
University  of  South  Carolina 
Columbia.  SC  29208 


AFROTC  Detachment  777 
Newberry  College 
Newberry.  SC  29108 


AFROTC  Detachment  780 

South  Dakota  State  University 
Brookings.  SD  57006 


AFROTC  Detachment  785 
Memphis  State  University 
Memphis.  TN  38111 


AFROTC  Detachment  790 
Tennessee  Agricultural  & 
Industrial  State  University 
NashvUJe.  TN  37203 


AFROTC  Detachment  800 
University  of  Tennessee 
Knoxville.  TN  37916 


AFROTC  Detachment  805 
Texas  A&M  University 
College  Stn.  TX  77840 


AFROTC  Detachment  810 
Baylor  University 
Waco.  TX  76703 


AFROTC  Detachment  815 
Southern  Methodist  University 
Dallas.  TX  75222 


AFROTC  Detachment  820 
Texas  Technological  College 
Lubbock,  TX  79409 


AFROTC  Detachment  825 
University  of  Texas 
AusUn,  TX  78712 
AFROTC  Detachment  830 


East  Texas  State  College 
Commerce,  TX  75429 


AFROTC  Detachment  835 
North  Texas  State  College 
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Denton.  TX  76203 


AFROTC  Detachment  837 
Pan  American  University 
Edinburg.  TX  78539 


AFROTC  Detachment  840 
Southwest  Texas  State  College 
San  Marcos,  TX  78666 


AFROTC  Detachment  842 
Lamar  State  University  of  Technology 
Beaumont,  TX  77710 


AFROTC  Detachment  845 
Texas  Christian  University 
Ft  Worth.  TX  76129 


AFROTC  Detachment  847 
Angelo  State  University 
San  Angelo,  TX  76%! 


AFROTC  Detachment  849 
Sul  Ross  State  University 
Alpine.  TX  79830 


AFROTC  Detachment  850 
University  of  Utah 
Salt  Lake,  City  UT  84112 

AFROTC  Detachment  855  ' 

Brigham  Young  University 
Provo,  UT  84601 


AFROTC  Detachment  860 
Utah  State  University 
Logan.  UT  84321 


AFROTC  Detachment  862 
Southern  Utah  State  College 
Cedar  City.  UT  84720 


AFROTC  Detachment  865 
St  Michael's  College 
Winooski,  VT  05404 


AFROTC  Detachment  867 
Norwich  University 
Northfield.  VT  05663 


AFROTC  Detachment  875 
Virginia  Polytechnic  Institute 
Blacksburg,  VA  24061 


AFROTC  Detachment  880 
Virginia  Military  Institute 
Lexington,  VA  24450 


AFROTC  Detachment  890 
University  of  Virginia 
Charlottesville,  VA  22903 


AFROTC  Detachment  895 
Central  Washington  State  College 
EUensburg,  WA  98926 
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AFROTC  Detachment  900 
University  of  Puget  Sound 
Tacoma.  WA  98416 


AFROTC  Detachment  905 
Washington  State  University 
Pullnuin,  WA  99163 


AFROTC  Detachment  910 
University  of  Washington 
SeatUe,  WA  98105 


AFROTC  Detachment  915 
West  Virginia  University 
Morgantown,  WV  26506 


AFROTC  Detachment  925 
University  of  Wisconsin 
Madison.  WI  53706 


AFROTC  Detachment  930 
Wisconsin  State  College 
Superior,  WI  54880 


AFROTC  Detachment  940 
University  of  Wyoming 
Laramie.  WY  82070 


AIR  NATIONAL  GUARD  STATE  HEADQUARTERS 

Headquarters,  Alabama  Air  National  Guard 
PO  Box  1311 
Montgomery,  AL  36102 


Headquarters,  Alaska  Air  National  Guard 
610  MacKay  Bldg,  338  Denali  Street 
Anchorage,  AK  ^501 


Headquarters.  Arizona  Air  National  Guard 
5636  E  McDoweU  Rd 
Phoenix.  AZ  85008 


Headquarters,  Arkansas  Air  Natiorud  Guard 
Little  Rock  Air  Force  Base,  AR  72076 


Headquarters,  California  Air  National  Guard 
PO  Box  214405 
Sacrantento.  CA  95821 


Headquarters,  Colorado  Air  National  Guard 
Buckley  Air  National  Guard  Base 
Aurora,  CO  80010 


Headquarters,  Connecticut  Air  Natiorud  Guard 
Bradley  Field 
Windsor  Locks,  CT  06096 

Headquarters,  Delaware  Air  Natiorud  Guard 
Greater  Wilmington  Airport 
New  Castle,  DE  19720 


Headquarters,  District  of  Columbia  Air  National  Guard 
2001  E  Cwitol  Street 
National  Guard  Armory 
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Washington,  DC  20003 


Headquarters,  Florida  Air  National  Guard 
State  Arsenal 
St  Augustine,  FL  32084 


Headquarters,  Georgia  Air  National  Guard 
PO  Box  4839 
Atlanta,  GA  30302 


Headquarters,  Hawaii  Air  National  Guard 
Ft  Ruger 

Honolulu,  HI  96816 


Headquarters,  Idaho  Air  National  Guard 
POW  1098 
Boise,  ID  83701 


Headquarters,  Illinois  Air  National  Guard 
PO  Box  66486 

Chicago-O'Hare  International  Airport,  IL  60666 


Headquarters,  litdiana  Air  National  Guard 
Stout  Field 

Indianapolis,  IN  46241 


Headquarters,  Iowa  Air  National  Guard 
PO  Box  616 
Des  Moines,  LA  S0303 


Headquarters,  Kansas  Air  National  Guard 
McConnell  Air  Force  Base,  KS  67221 


Headquarters,  Kentucky  Air  National  Guard 
Boone  Center 
Frankfort,  KY  4060! 


Headquarters,  Louisiana  Air  National  Guard 
Jackson  Barracks 
New  Orleans,  LA  70146 


Headquarters,  Maine  Air  National  Guard 
Camp  Keyes 
Augusta,  ME  04330 

Headquarters,  Maryland  Air  National  Guard 
Fifth  Regiment  Armory 
Baltimore,  MD  21201 


Headquarters,  Massachusetts  Air  National  Guard 
Otis  Air  Force  Base,  MA  02542 


Headquarters,  Missouri  Air  National  Guard 
171/  Industrial  Ave 
Jefferson  City,  MO  65101 


Headquarters.  Montana  Air  National  Guard 
State  Arseni 
Helena,  MT  59601 


Headouarters,  Nebraska  Air  National  Guard 
Air  National  Guard  Base 
Lincoln,  NE  68524 


Headquarters,  Nevada  Air  National  Guard 
PO  Box  1120 
Carson  City,  NV  89701 


Headquarters,  New  Hampshire  Air  National  Guard 
State  Military  Reservation 
Airport  Road 
Concord.  NH  03301 


Headquarters.  New  Jersey  Air  National  Guard 
108  Tactical  Fighter  Wing 
McGuire  Air  Force  Base,  NJ  08641 


Headquarters,  New  Mexico  Air  National  Guard 
PO  Box  551  * 

Albuquerque,  NM  87103 


Headquarters,  New  York  Air  National  Guard 
Westchester  Co  Municipal  Airport 
White  Plains,  NY  10604 


Headquarters,  North  Carolina  Air  National  Guard 
Douglas  Municipal  Airport 
Charlotte.  NC  28219 


Headquarters,  North  Dakota  Air  National  Guard 
Box  1817 

Bismarck.  ND  58501 


Headquarters,  Ohio  Air  National  Guard 
PO  Box  660 
Worthington,  OH  43085 


Headquarters,  Oklahoma  Air  National  Guard 
2205  North  Central  Street 
Oklahoma  City,  OK  73105 


Headquarters,  Oregon  Air  National  Guard 
PorUand  International  Airport.  OR  97218 


Headquarters,  Michigan  Air  National  Guard 
PO  Box  210 
Lansing,  MI  48901 


Headquarters,  Minnesota  Air  National  Guard  ' 
State  Capitol 
St  Paul.  MN  55101 


Headqrarters,  Mississippi  Air  National  Guard 
PO  Box  5027,  Fondren  Station 
Jackson,  MS  39216 


Headquarters,  Pennsylvania  Air  National  Guard 
c/o  Dept  of  Militai^  Affairs 
AnnvUfe,  PA  17003 


Headquarters,  Puerto  Rico  Air  National  Guard 
PO  Box  3786 
San  Juan,  PR  00904 


Headquarters,  Rhode  Island  Air  National  Guard 
Theodore  F  Green  Municipal  Airport 
Warwick,  RI  02886 


Headquarters,  South  Carolina  Air  National  Guard 


;  .ivbiiiA 
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McEnlire  Air  National  Guard  Base 
Eastover,  SC  29044 


Headi^rters,  South  Dakota  Air  National  Guard 
Joe  ross  Field 
Sioux  Falls,  SD  57104 


The  Adjutant  General.  Tennessee 
Attn;  Air  Section 
National  Guard  Armory 
Sidco  Drive 
NashviUe,  TN  37204 


Headquarters,  Texas  Air  National  Guard 
PO  Box  5218 
AusUn,  TX  78703 


Headquarters,  Utah  Air  National  Guard 
PO  Box  16087 
Salt  Lake  City.  UT  84116 


Headquarters,  Vermont  Air  National  Guard 
Camp  Johnson 
Winooski,  VT  05404 


Headquarters,  Virginia  Air  National  Guard 
Byrd  Field 
Sandston,  VA  23150 


Headquarters,  Washington  Air  National  Guard 
Camp  Murray  f  y 

Tacoma,  WA  98430  uf 

I(k; 

Headquarters,  West  Virginia  Air  National  Guard 
Kanawha  Airport 
Charleston,  WV  25311 


Headquarters,  Wisconsin  Air  National  Guard 
PO  Box  328 
Madisoii,  WI  53701 


Headquarters,  Wyoming  Air  National  Guard 
PO  Box  2268 
Cheyenne.  WY  82001 

AIR  NATIONAL  GUARD  BASES,  STATIONS, 
AIRPORTS, 

AND  INSTALLATIONS 

ALABAMA 

Birmingham  Municipal  Airport,  AL  35217 
Martin  Air  National  Guard  Station.  AL  35954 
Dannelly  Field.  AL  36105 
Hall  Air  National  Guard  Station.  AL  36301 


ALASKA 

Kulis  Air  National  Guard  Base.  AK  99502 


ARIZONA 

Sky  Harbor  Municipal  Airport.  AZ  85034 
Tucson  Internationa  Airport.  AZ  85706 


ARKANSAS 

Ft  Smith  Municipal  Airport.  AR  72901 

Little  Rock  Air  Nation^  Guard  Annex.  AR  72076 


CALIFORNIA 

Costa  Mesa  Air  National  Guard  Station.  CA  92627 
Fresno  Air  Natioital  Guard  Base.  CA  93727 
Hayward  Municipal  Airport.  CA  94543 
Ontario  International  Airport.  CA  91761 
Van  Nuys  Airport,  CA  91409 


COLORADO 

Buckley  Air  National  Guard  Base,  CO  80010 


CONNECTICUT 

Bradley  Air  National  Guard  Base,  CT  060% 

Orange  Air  National  Guard  Communications  Station, 
CT  06477 


DELAWARE 

Greater  Wilmington  Airport,  DE  19720 


FLORIDA 

Jacksonville  International  Airport,  FL  32229 


GEORGIA 

Dobbins  Air  National  Guard  Annex,  GA  30060 
Lewis  B  Wilson  Airport,  GA  31206 
Savannah  Municipal  Airport,  GA  31402 


HAWAII 

Hickam  Air  National  Guard  Annex,  HI  %553 


IDAHO 

Boise  Air  Terminal,  ID  83701 


ILLINOIS 

Capital  Municipal  Airport,  IL  62705 
Greater  Peoria  Airport,  IL  61607 


INDIANA 

Ft  Wayne  Municipal  Airport.  IN  46809 

Hulman  Field,  IN  47803 

Stout  Field  (Air  National  Guard),  IN  46241 


IOWA 

Des  Moines  Municipal  Airport,  lA  50321 
Ft  Dodge,  LA  50501 

Sioux  City  Municipal  Airport,  lA  51054 


KANSAS 

Forbes  Air  National  Guard  Annex,  KS  66620 
McConnell  Air  National  Guard  Annex.  KS  67221 


KENTUCKY 

Standiford  Field.  KY  40213 


LOUISIANA 

Hammond  Air  National  Guard  Communications  Station, 
LA  70401 

New  Orleans  Air  National  Guard  Annex,  LA  70146 


MAINE 

Bangor  International  Airport,  ME  04401 

South  Portland  Air  National  Guard  Station,  ME  04106 


MARYLAND 

Andrews  Air  National  Guard  Annex,  DC  20331 
Martin  Airport,  MD  21220 
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MASSACHUSETTS 
'  Barnes  Municipal  Airport,  MA  OIOSS 
Otis  Air  National  Guard  Annex,  MA  02542 
Wellesley  Air  National  Guard  Station,  MA  02181 
Worcester  Air  National  Guard  Station,  MA  0160S 


MICHIGAN 

Phelps/Collins  Airport,  MI  49707 
Selfridge  Air  National  Guard  Base,  MI  4804S 
W  K  Kellogg  Regional  Airport,  MI  49016 


MINNESOTA 

Duluth  Air  National  Guard  Base,  MN  55814 


Allen  C.  Thompson  Field,  MS  39205 
Gulfport  Municipal  Airport,  MS  39501 
Key  Field,  MS  39301 


MISSOURI 

Jefferson  Barracks  Air  National  Guard  Station, 
St  Louis,  MO  63125 

LambertySt  Louis  Municipal  Airrort,  MO  63145 
Rosecrans  Memorial  Airport,  MO  64503 


MONTANA 

Great  Falls  International  Airport,  MT  59401 


NEBRASKA 

Lincoln  Air  National  Guard  Annex,  NE  68524 


NEVADA 

Reno  Municipal  Airport,  NV  98502 


NEW  HAMPSHIRE 

Pease  Air  National  Guard  Annex,  NH  03801 


NEW  JERSEY 

Atlantic  City  Airport  (Air  National  Guard),  NJ  08405 
McGuire  Air  National  Guard  Annex,  NJ  08641 


OKLAHOMA 

Tulsa  International  Airport,  OK  74115 
Will  Rogers  World  Airport,  OK  73159 


OREGON 

Portland  International  Airport,  OR  97218 


PENNSYLVANIA 

Greater  Pittsburgh  Air  National  Guard  Base,  PA  15231 
Harrisburg  International  Airport  (Air  National  Guard), 
Middletown,  PA  17057 

Willow  Grove  Air  National  Guard  Annex,  PA  19090 


PUERTO  RICO 

Puerto  Rico  International  Airport  (Air  National  Guard), 
San  Juan,  PR  00904 

RHODE  ISLAND 

Cranston  Air  National  Guard  Station,  RI  02910 
Theodore  F  Green  Municipal  Airport,  RI  02886 


SOUTH  CAROLINA 

McEntire  Air  National  Guard  Base,  SC  29044 


SOUTH  DAKOTA 
Joe  Foss  Field,  SD  57104 


TENNESSEE 

Alcoa  Air  National  Guard  Station,  TN  37701 
LoveU  Field,  TN  37421 
McGhee  Tyson  Airport,  TN  37901 
Memphis  Metropolitan  Airport,  TN  38118 
Nashville  Metropolitan  Airport,  TN  37217 


TEXAS 

Ellington  Air  National  Guard  Annex,  TX  77030 
Garland  Air  National  Guard  Station,  TX  75040 
Hensley  Field  Airport,  Dallas,  TX  75211 
Kelly  Air  National  Guard  Aimex,  TX  78241 
La  Porte  Air  National  Guard  Station,  TX  77571 
Nederland  Air  National  Guard  Station,  TX  77627 


NEW  MEXICO 

Kirtland  Air  National  Guard  Annex,  NM  87103 


UTAH 

Salt  Lake  City  International  Airport,  UT  84116 


NEW  YORK 

Roslyn  Air  National  Guard  Station,  NY  11576 
Schenectady  Airport,  NY  12301 
Suffolk  County  Airport,  NY  1 1978 
Westchester  County  Municipal  Airport,  NY  10604 


NORTH  CAROLINA 

Badin  Air  National  Guard  Station,  NC  28009 
Douglas  Municipal  Airport,  NC  28208 
Wadesboro  Air  National  Guard  Station,  NC  28170 


NORTH  DAKOTA 
Hector  Field,  ND  58102 


VERMONT 

Burlington  International  Airport,  VT  05401 


VIRGINIA 
Byrd  Field,  VA  23150 


WASHINGTON 

Bellingham  Municipal  Airport,  WA  98225 
Camp  Murray  Army  Installation,  WA  98430 
Four  Lakes  Communication  Station,  WA  99004 
Seattle  Air  National  Guard  Base,  WA  98108 
Spokane  Air  National  Guard  Annex,  WA  98219 


OHIO 

Blue  Ash  Air  National  Guard  Station  OH,'  45242 
Camp  Perry  Air  National  Guard  Station,'' 

Port  Clinton,  OH  43452 
Mansfield  Lidun  Airport,  OH  44901 
^ringfield  Municipal  Airport,  OH  45501 
Toledo  Express  Auport,  OH  43558 


r/iiAi/ 

^  tiUin? 


WEST  VIRGINIA 

Eastern  West  Virginia  Regional  Airport,  IW  25401 
Kanawha  County  Airport,  WV  25311 


WISCONSIN 

General  Mitchell  Air  National  Guard  Base,  WI  53207 
Truax  Field,  Wl  53701 
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Volk  Field  Air  National  Guard  Base,  WI  54618 
WYOMING 

Cheyenne  Municipal  Airport,  WY  82001 


Senior  Air  Force  Representative 
Joint  Services  Liaison  Office 
US  Army  Intelligence  Center  &  School 
Fort  Huachuca,  AZ  85613 


AIR  UNIVERSITY  ACTIVITIES  AND  SCHOOLS 

Air  Force  Advisory  Groim 
Medical  Field  Service  School 
Fort  Sam  Houston,  TX  78234 


Air  Force  Liaison  Officer 
US  Military  Academy 
West  Point.  NY  10996 


Air  Force  Representative 
US  Marine  Corps  Educational  Center 
US  Marine  Corps  Schools 
Quantico,  VA  22134 


Air  Force  Representative 
US  Naval  Academy 
Annapolis,  MD  21402 


Air  University  Review 
Maxwell  Air  Force  Base,  AL  36112 


Senior  Air  Force  Representative 
US  Army  JFK  Center  for  Special  Warfare  (Airborne) 
Ft  Bragg.  NC  28307 


Senior  Air  Force  Representative 
US  Army  Logistics  Management  Center 
Ft  Lee.  VA  23801 


Senior  Air  Force  Representative 
US  Army  Quartermaster  School 
Fort  Lee.  VA  23801 


Senior  Air  Force  Representative 
Officers  Section 
US  Army  Signal  School 
Fort  Monmouth.  NJ  07703 


Senior  Air  Force  Representative 
US  Army  Transportation  School 
Fort  Eustis,  VA  23606 


fv^ 

Detachment  12  3825  Support  Group  (Academy) 
Armed  Forces  Staff  College 
Norfolk.  VA  23511 

'  oji 

Senior  Air  Force  Representative 
US  Army  Air  Defense  School 
Box  9188 

Fort  BUss,  TX  79906  ‘  ' 


Senior  Air  Force  Representative 
Command  &  Staff  Department 
US  Army  Armor  School 
Fort  Knox.  KY  40121 


Senior  Air  Force  Representative 
US  Army  Artillery  &  Missile  School 
Fort  Sill.  OK  73504 


Senior  Air  Force  Representative 
US  Army  CBR  Weapons 
Orientation  Course 
Dugway,  UT  84022 


Senior  Air  Force  Representative 
US  Army  Chemical  Corps  School  . 
Fort  McClellan,  AL  36205 


Senior  Air  Force  Representative 
US  Army  Cotiuna^  &  General  Staff  College 
Fort  Leavenworth.  KS  66027 


Senior  Air  Force  Representative 
US  Army  Engineer  School 
Fort  Belvoir,  VA  22060 


Senior  Air  Force  Representative 
US  Army  Infantry  School 
Fort  Benning,  GA  31905 


Senior  Air  Force  Representative 
US  Army  War  College 
Carlisle  Barracks,  PA  17013 


Senior  Air  Force  Representative 

Industrial  College  of  the  .Vrmed  Forces 
Fort  McNair 
Washington.  DC  20315 


Senior  Air  Force  Representative 
The  National  War  College 
Washington,  DC  20315 


Senior  Air  Force  Advisor 
US  Naval  War  College 
Newport.  RI  02844  •  ' 

.■f  ->  i 

Senior  Air  Force  Representative 
Naval  Amphibious  School 
US  Naval  Amphibious  Base 
Coronado  San  Diego,  CA  92155 


Senior  Air  Force  Representative  Code  6408 
Navy  Management  Systems  Center 
Naval  Post  Graduate  School 
Monterey,  CA  93940 


Acadetttic  Instructor  &  Allied  Officer  School 
Maxwell  Air  Force  Base,  AL  36112 


Air  Force  Chaplain  School 
Maxwell  Air  Force  Base,  AL  36112  ' 

Air  Command  A  Staff  CoBfege 
Maxwell  Air  Force  Base,  AL  36112 


Air  Force  Institute  of  Technology 
■  Wiight-Patterson  Air  Force  Base,  OH  45433 
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Air  University  Institute  for  Professional  Development 
Maxwell  Air  Force  Base,  AL  36112 


Air  University  Library 
Maxwell  Air  Force  Base,  AL  36112 


Cleveland,  OH  44135 


Air  Force  Systems  Command 
Scientific  A  Technical  Liaison  Office 
Naval  Weapons  Center 
China  Lake,  CA  93S55 


Air  Wsr  College 

Maxwell  Air  Force  Base,  AL  36112 


Civil  Engineering  School 
Wright-Pat terson  Air  Force  Base,  OH  4S433 


Extension  Course  Institute 
Gunter  Air  Force  Station,  AL  36118 


Air  Force  Systems  Command 
Scientific  &  Technical  Liaison  Office 
Royal  Trust  Tower  -  Suite  2607 
Post  Office  Box  348 
Toronto,  Ontario,  Canada 
M5K1K7  r- 

•  ^ It 

Air  Defense  Weapons  Center 
Tyndall  Air  Force  Base,  FL  32401 


School  of  Systems  A  Logistics 
Wright-Patterson  Air  Force  Base,  OH  4S433 


Air  Force  Civil  Engineering  Center 
Tyndall  Air  Force  Base,  FL  32401 


Souadron  Offic^K&hool 
Maxwell  Air  F^e  Base,  AL  36112 


USAF  Senior  b¥n-Commissioned  Officer  Academy 
Gunter  Air  FjnTce  Station,  AL  36114 


AREAS 


European  Communications  Area 
APO  New  York  09012 


v. 


Northern  Communications  Area 
Griffiss  Air  Force  Base,  New  York  13441 


Pacific  Communications  Area 
APO  San  Francisco  %SS3 


Royal  Air  Force  Welford  Ammo  Storage  Area 
APO  New  York  09607 


i 

Southern  Communications  Area 
Oklahoma  City  Air  Force  Station,  OK  73 145 


}! 


’  .} 


Tactical  Communications  Area 
Langley  Air  Force  Base,  VA  23665 


CENTERS 

Aerospace  Guidance  Meteorology  Center  ^  ,  , 

,  Newark  Air  Force  Station,  OH  43055 

■  •  -V  =  f' 


Air  Force  Systems  Command 
Scientific  A  Technical  Liaison  Office 
Ames  Research  Center  (NASA) 
Moffett  Field,  CA  94035 


.  ^  ^  ^  .t  >  .  lo^  liA 

Air  Force  Systems  Command  ,  u  >  >io-:  nA 
Scientific  A  Technical  Liaison  Office 
Langley  Research  Center  (NASA) 

Langley  Air  Force  Base,  VA  23665  ^  n/. 

•  j.  '  !  ijwxBM 


Air  Force  Systems  Command 
Scientific  A  Technical  Liaison  Office  ,r/i  ^  / 

Lewis  Research  Center  (NASA) 

21000  Brookpark  Road 


Air  Force  Communications  Security  Center 
San  Antonio,  TX  78243 


Air  Force  Contract  Maintenance  Center 
Wright-Patterson  Air  Force  Base,  OH  45433 


Air  Force  Data  Services  Center 
Washington,  DC;.20330 


Air  Force  Data  Systems  ciesign  Center 
Gunter  Air  Force  Station,  AL  36114 


Air  Force  Flight  Test  Center 
Edwards  An  Force  Base,  CA  93523 


Air  Force  Military  Training  Center 
Lackland  Air  Force  Base,  TX  78236 


Air  Force  Special  Weapons  Center 
Kirtland  Air  Force  ^se,  NM  87115 


Air  Force  Technical  Applications  Center 
Patrick  Air  Force  Base,  FL  32925 


Albert  F  Simpson  Historical  Research  Center 
Maxwell  Air  Force  Base,  AL  36112 


Armament  Development  A  Test  Center 
Eglin  Air  Force  Base,  FL  32542  r> ..  v  ' 

1  .1  ri’i'ii'  ^  v*' 


Arnold  Engineering  Development  Center 
Arnold  Air  Force  Station,  TN  37389 


Chanute  Technical  Training  Center 
Chanute  Air  Force  Base,  IL  61868 


Communications  Computer  Programming  Center 
Tinker  Air  Force  Base,  OK  73145 


Federal  Computer  Performance  Evaluation  & 
Simulation  Center 
Washington,  DC  20330 
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Keeskr  Technical  Training  Center 
Keesler  Air  Force  Base,  MS  39534 


Leadership  &  Management  Development  Center 
MaxweU  Air  Force  Base,  AL  36112 


Lowry  Technical  Training  Center 
Lowry  Air  Force  Base,  CO  80230 


Militaiy  Aircraft  Storage  &  Disposition  Center 
Davis-Monthan  Air  Force  Base,  AZ  8S707 


National  Personnel  Records  Center/Civilian  Personnel 
Records-Air  Force 
111  Winnebago  St 
St  Louis.  MO  63118 


National  Personnel  Records  Center/Military  Personnel 
Records-Air  Force 
9700  Page  Blvd 
St  Louis,  MO  63132 


Ogden  Air  Logistics  Center 
Hill  Air  Force  Base,  UT  84406 


Oklahoma  City  Air  Logistics  Center 
Tinker  Air  Force  Base,  OK  73145 

•t.I> 

Rome  Air  Development  Center  ‘-'•f- 

Griffiss  Air  Force  Base,  NY  13441 

>  ) 

Sacramento  Air  Logistics  Center  .  I  ‘ 

McClellan  Air  Force  Base,  CA  95652 


San  Antonio  Air  Logistics  Center 
Kelly  Air  Force  Base,  TX  78241 


Sheppard  Technical  Training  Center 
Sheppard  Air  Force  Base,  TX  76311 


Space  and  Missile  Test  Center 
Vandenberg  Air  Force  Base,  CA  93437 


USAF  Enviroiunental  Technical  Applications  Center 
Scott  Air  Force  Base,  IL  62225 


USAF  Home  Town  News  Center 
Tinker  Air  Force  Base,  OK  73145 


USAF  Instrument  Flight  Center 
Randolph  Air  Force  Base,  TX  78148 


USAF  SkiU  Center 
Kirtland  Air  Force  Base,  NM  87115 


USAF  Tactical  Air  Warfare  Center 
Eglin  Air  Force  Base.  FL  32542 


USAF  Tactical  Fighter  Weapons  Center 
Nellis  Air  Force  Base,  NV  89191 


USAFE  Procurement  Center 
APO  New  York  09332 


Warner  Robins  Air  Logistics  Center 
Robins  Air  Force  Base,  GA  31098 


LABORATORIES 

Air  Force  Aero-Propulsion  Laboratory 
Wright-Patterson  Air  Force  Base.  OH  45433 


Air  Force  Armament  Laboratory 
Eglin  Air  Force  Base,  FL  32M2 


Air  Force  Avionics  Laboratory 
Wright-Patterson  Air  Force  Base.  OH  45433 


Air  Force  Flight  Dynamics  Laboratory 
Wright-Patterson  Air  Force  Base,  OH  45433 


Air  Force  Geophysics  Laboratories 
L  G  Hanscom  Air  Force  Base.  MA  01731 


Air  Force  Human  Resources  Laboratory 
Brooks  Air  Force  Base,  TX  78235 


Air  Force  Materials  Laboratory 
Wright-Patterson  Air  Force  Base,  OH  45433 


Air  Force  Rocket  Propulsion  Laboratory 
Edwards  Air  Force  Base,  CA  93523 


Air  Force  Weapons  Laboratory 
Kirtland  Air  Force  Base,  NM  87115 


Air  Force  Wright  Aeronautical  Laboratories 
Wright-Patterson  Air  Force  Base,  OH  45433 


Alaskan  Precision  Measurement 
Equipment  Laboratory 
APO  SeatUe  98742 


Operations  Training  Support  Laboratory 
Carswell  Air  Force  Base,  TX  76127 


The  Frank  J  Seiler  Research  Laboratory 
USAF  Academy.  CO  80840 


USAF  Environmental  Health  Laboratory 
Kelly  Air  Force  Base.  TX  78241 


USAF  Environmental  Health  Laboratory 
McClellan  Air  Force  Base,  CA  95652 


USAF  Radiological  Health  Laboraton 
Wright-Patterson  Air  Force  Base,  OH  45433 

MEDICAL  FACILITIES 
MEDICAL  CENTERS 
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David  Grant  USAF  Medical  Center 
Travis  Air  Force  Base,  CA  94535 


Malcolm  Grow  USAF  Medical  Center 
Andrews  Air  Force  Base,  DC  20331 


Wilford  Hall  USAF  Medical  Center 
Lackland  Air  Force  Base,  TX  78236 


USAF  Medical  Center  Keesler 
Keesler  Air  Force  Base,  MS  39534 


USAF  Medical  Center  Scott 
Scott  Air  Force  Base,  IL  62225 


USAF  Medical  Center  Wright-Patterson 
Wright-Pat terson  Air  Force  Base,  OH  45433 


REGIONAL  HOSPITALS 

Ehrling  Bergquist  USAF  Regional  Hospital 
Offutt  Air  Force  Base,  NE  681 1 3 


USAF  Regional  Hospital  Carswell 
Carswell  Air  Force  Base,  TX  76127 


USAF  Regional  Hospital  Eglin 
Eglin  Air  Force  Base,  FL  32542 


USAF  Regional  Hospital  Fairchild 
Fairchild  Air  Force  Base,  WA  99011 


USAF  Regional  Hospital  MacDill 
MacDill  Air  Force  Base,  FL  33608 


USAF  Regional  Hospital  March 
March  Air  Force  Base,  CA  92508 


USAF  Regional  Hospital  Maxwell 
Maxwell  Air  Force  Base,  AL  36112 


USAF  Regional  Hospital  Minot 
Minot  Air  Force  Base,  ND  58705 


USAF  Regional  Hospital  Shaw 
Shaw  Air  Force  Base,  SC  29152 


USAF  Regional  Hospital  Sheppard 
Sheppaid  Air  Force  Base,  TX  76311 


APO  New  York  09293 


USAF  Hospital  Barksdale 
Barksdale  Air  Force  Base,  LA  71 1 10 


USAF  Hospital  Beale 
Beale  Air  Force  Base,  CA  95903 


USAF  Hospital  Bergstrom 
Bergstrom  Air  Force  Base,  TX  78743 


USAF  Hospital  Bitburg 
APO  New  York  09132 


USAF  Hospital  Blytheville 
Blytheville  Air  Force  Base,  AR  72315 


USAF  Hospital  Cannon 
Cannon  Air  Force  Base,  NM  88101 


USAF  Hospital  Castle 
Castle  Air  Force  Base,  CA  95342 


ySAF  Hospital  Chanute 
Chanute  Air  Force  Base,  IL  61868 


USAF  Hospital  Clark 
APO  San  Francisco  96274 


USAF  Hospital  Columbus 
Columbus  Air  Force  Base,  MS  39701 


USAF  Hospital  Davis-Monthan 
Davis-Monthan  Air  Force  Base,  AZ  85707 


USAF  Hospital  Dover 
Dover  Air  Force  Base,  DE  19901 


USAF  Hospital  Dyess 
Dyess  Air  Force  Base,  TX  79607 


USAF  Hospital  Edwards 
Edwards  Air  Force  Base,  CA  93523 


USAF  Hospital  Ellsworth 
Ellsworth  Air  Force  Base,  SD  57706 


USAF  Hospital  Elmendorf 
APO  SeatUe  98742 


USAF  HOSPITALS 

USAF  Academy  Hospital 
USAF  Academy,  CO  80840 

I 

USAF  Hospital  Altus  ' 

Altus  Air  Force  Base,  OK  73521 


.  I  •lA.'M 


USAF  Hospital  Athens 
APO  New  York  09223 


USAF  Hospital  England 
England  Air  Force  Base,  LA  71301 


USAF  Hospital  F  E  Warren 
F  E  Warren  Air  Force  Base,  WY  82001 


USAF  Hospital  George 
George  Air  Force  Base,  CA  92392 


USAF  Hospital  Aviano 


USAF  Hospital  Goose 
APO  New  York  09677 
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USAF  Hospital  Mather 

USAF  Hospital  Grand  Forks  Mather  Air  Force  Base,  CA  9S63S 

Grand  Forks  Air  Force  Base,  ND  S8201 

USAF  Hospital  McConnell 

USAF  Hospital  Griffiss  McConnell  Air  Force  Base,  KS  67221 

Griffiss  Air  Force  Base,  NY  13441 


USAF  Hospital  Misawa 

USAF  Hospital  Grissom  APO  San  Francisco  %S19 

Grissom  Air  Force  Base,  IN  46971 


USAF  Hospital  Moody 

USAF  Hospital  Hahn  Moody  Air  Force  Base,  GA  31601 

APO  New  York  09109 

USAF  Hospital  Mt  Home 

USAF  Hospital  HiU  Mt  Home  Air  Force  Base,  ID  83648 

Hill  Air  Force  Base,  UT  84406 


USAF  Hospital  Holloman 
Holloman  Air  Force  Base,  NM  88330 


USAF  Hospital  Homestead 
Homestead  Air  Force  Base,  FL  33030 


USAF  Hospital  Iraklion 
APO  New  York  09291 


USAF  Hospital  Kincheloe 
Kincheloe  Air  Force  Base,  MI  49788 


USAF  Hospital  Kirtland 
Kirtland  Air  Force  Base,  NM  871  IS 


USAF  Hospital  K  I  Sawyer 
K  1  Sawyer  Air  Force  Base,  Ml  49843 


USAF  Hospital  Kunsan 
APO  San  Francisco  %264 


USAF  Hospital  Lajes 
APO  New  York  09406 


USAF  Hospital  Lakenheath 
APO  New  York  09179 


USAF  Hospital  Langley 
Langley  Air  Force  Base,  VA  23665 


USAF  Hospital  Laughlin 
Laughlin  Air  Force  Base,  TX  78840 


USAF  Hospital  Little  Rock  ^ 

Little  Rock  Air  Force  Base,  AR  72076 


USAF  Hospital  Loring 
Loring  Air  Force  Base,  ME  04750 


USAF  Hospital  Luke 
Luke  Air  Force  Base,  AZ  85309 


USAF  Hospital  Myrtle  Beach 
Myrtle  Beach  Air  Force  Base,  SC  29577 


USAF  Hospital  Nellis 
Nellis  Air  Force  Base,  NV  891 10 


USAF  Hospital  Osan 
APO  San  Francisco  %570 


USAF  Hospital  Patrick 
Patrick  Air  Force  Base,  FL  32925 


USAF  Hospital  Pease 
Pease  Air  Force  Base,  NH  03801 


USAF  Hospital  Plattsburgh 
Plattsburgh  Air  Force  Base,  NY  12903 


USAF  Hospital  Reese 
Reese  Air  Force  Base,  TX  79489 


USAF  Hospital  Richards-Gebaur 
Richards-Gebaur  Air  Force  Base,  MO  64030 


USAF  Hospital  Robins 
Robins  Air  Force  Base,  GA  31098 


USAF  Hospital  San  Vito  Dei  Normanni 
APO  New  York  09240 


USAF  Hospital  Seymour  Johnson 
Seymour  Johnson  Air  Force  Base,  NC  27531 


USAF  Hospital  Thule 
APO  New  York  09023 


USAF  Hospital  Tinker 
Tinker  Au"  Force  Base,  OK  73145 


USAF  Hospital  Torrejon 
APO  New  York  09283 


USAF  Hospital  Tyndall 

USAF  Hospital  Malmstrom  Tyndall  Air  Force  Base,  FL  32401 

Malmstrom  Air  Force  Base,  MT  59402 
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USAF  Hospital  Upper  Heyford 

APO  New  York  09194 

USAF  Clinic  Duluth 

Duluth  International  Airport  MN  55814 

• 

USAF  Hospital  Vandenberg 

Vandenberg  Air  Force  Base,  CA  93437 

*  USAF  Clinic  Eielson 

APO  SeatUe  98737 

USAF  Hospital  Webb 

Webb  Air  Force  Base.  TX  79720 

USAF  Clinic  Goodfellow 

Goodfellow  Air  Force  Base,  TX  76901 

USAF  Hospital  Whiteman 

Whiteman  Air  Force  Base,  MO  63301 

USAF  Clinic  Hancock 

Hancock  Field  NY  13225 

USAF  Hospital  Wiesbaden 

APO  New  York  09220 

USAF  Clinic  Hickam 

APO  San  Francisco  %553 

USAF  Hospital  Williams 

Williams  Air  Force  Base,  AZ  85224 

USAF  Clinic  Howard 

APO  New  York  09020 

USAF  Hospital  Wurtsmith 

Wurtsmith  Air  Force  Base,  MI  48753 

USAF  Clinic  Kadena 

APO  San  Francisco  %239 

USAF  Hospital  Yokota 

APO  San  Francisco  96328 

USAF  CUnic  Kelly 

KeUy  Air  Force  Base,  TX  78241 

‘  1 

USAF  Hospital  TLaragoza 

APO  New  York  09286 

USAF  CUnic  Kingsley 

Kingsley  Field  OR  97601 

11  USAF  Hospital 

APO  San  Francisco  %330 

USAF  CUnic  L  G  Hanscom 

L  G  Hanscom  Air  Force  Base  MA  01731 

USAF  CLINICS 

USAF  CUnic  AFAFC 

Denver.  CO  80279 

USAF  CUnic  Los  Angeles 

PO  Box  92960 

Worldway  Postal  Center 

Los  Angeles  CA  90009 

- 

USAF  Clinic  Alconbury 

APO  New  York  09238 

USAF  CUnic  Lowry 

Lowry  Air  Force  Base,  CO  80230 

USAF  Clinic  Andersen 

APO  San  Francisco  %334 

USAF  CUnic  McChord 

McChord  Air  Force  Base,  WA  98438 

USAF  Clinic  Bentwaters 

APO  New  York  09755 

USAF  CUnic  McClellan 

McClellan  Air  Force  Base,  CA  95652 

USAF  Clinic  Brooks  ’ 

Brooks  Air  Force  Base,  TX  78235 

USAF  CUnic  McGuire 

McGuire  Air  Force  Base,  NJ  08641 

USAF  Clinic  Camp  New  Amsterdam 

APO  New  York  09292 

USAF  CUnic  Norton 

Norton  Air  Force  Base,  CA  92409 

USAF  Clinic  Charleston 

Charleston  Air  Force  Base,  SC  29404 

USAF  CUnic  Peterson 

Peterson  Air  Force  Base.  CO  80914 

USAF  Clinic  Chicksands 

APO  New  York  09193  ,  . 

■  -•  - 

,  -lAr  USAF  CUnic  Pope 

■  •/  .H  Pope  Air  Force  Base,  NC  28308 

USAF  Clinic  Craig 

Craig  Air  Force  Base,  AL  36701 

q  USAF  CUnic  Ramstein 

APO  New  York  09012 

USAF  Clinic  Dhahran  Air  Field 

APO  New  York  0%16 

USAF  CUnic  Randolph 

Randolph  Air  Force  Base,  TX  78148 
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Myrtle  Beach  Air  Force  Base,  SC  29577 


USAF  Clinic  Rhein-Main 

APO  New  York  09057  363  Tactical  Hospital 

Shaw  Air  Force  Base,  SC  29152 


USAF  Clinic  Rickenbacker 

Rickenbacker  Air  Force  Base,  OH  43217  401  Tactical  Hospital 

APO  New  York  09283 


USAF  Clinic  Sembach 

APO  New  York  09130  439  Tactical  Hospital 

Westover  Air  Force  Base,  MA  01022 


USAF  Clinic  Shemya 

APO  Seattle  98736  506  TacUcal  Hospital 

Carswell  Air  Force  Base,  TX  76127 


USAF  Clinic  Shu  Lin  Kou 

APO  San  Francisco  %360  655  Tactical  Hospital 

APO  San  Francisco  %328 


USAF  Clinic  Sondrestrom 

APO  New  York  09121  656  Tactical  Hospital 

APO  San  Francisco  96432 


USAF  Clinic  Spangdahlem 

APO  New  York  09123 

657  Tactical  Hospital 

APO  San  Francisco  96432 

USAF  Clinic  Vance 

Vance  Air  Force  Base,  OK  73701 

837  Tactical  Hospital 

Mt  Home  Air  Force  Base,  ID  83648 

USAF  Clinic  Zweibrucken 

APO  New  York  09860 

.  1  .. 

V  ■ 

904  Tactical  Hospital 

Hamilton  Air  Force  Base,  CA  94934 

TACTICAL  HOSPITALS 

20  Tactical  Hospital  / 

APO  New  York  09194  " 

907  Tactical  Hospital 

Rickenbacker  Air  Force  Base,  OH  43217 

23  Tactical  Hospital 

England  Air  Force  Base,  LA  71301 

909  Tactical  Hospital 

Andrews  Air  Force  Base,  DC  20331 

35  Tactical  Hospital 

George  Air  Force  Base,  CA  92392 

918  Tactical  Hospital 

Dobbins  Air  Force  Base,  GA  30060 

36  Tactical  Hospital 

APO  New  York  09132 

921  Tactical  Hospital 

Kelly  Air  Force  Base,  TX  78241 

48  Tactical  Hospital 

APO  New  York  09179 

927  Tactical  Hospital 

Selfridge  ANG  Base  Ml  48045 

49  Tactical  Hospital 

Holloman  Air  Force  Base,  NM  88330 

930  Tactical  Hospital 

Grissom  Air  Force  Base,  IN  46971 

50  Tactical  Hospital 
APO  New  York  09109 


933  Tactical  Hospital 
General  Billy  Mitchell  Field 
'  300  E.  College  Ave 
"  Milwaukee  ^  53207 


58  Tactical  Hospital 
Luke  Air  Force  Base,  AZ  85309 

86  Tactical  Hospital 
APO  New  York  09012 

314  Tactical  Hospital 
Little  Rock  Air  Force  Base,  AR  72076 


935  Tactical  Hospital 

Richards-Gebaur  Air  Force  Base,  MO  64030 

TACTICAL  CLINICS 

910  Tactical  Clinic 

Youngstown  Municipal  Airport,  OH  44473 


354  Tactical  Hospital 


91 1  Tactical  Clinic 

Greater  Pittsburgh  International  Airport,  PA  15231 
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913  Tactical  Clinic 

Willow  Grove  Naval  Air  Station,  PA  19090 


914  Tactical  Clinic 

Niagara  Falls  International  Airport,  NY  14304 


917  Tactical  Clinic 

Barksdale  Air  Force  Base,  LA  71110 


919  Tactical  Clinic 

Eglin  AF  Auxiliary  Field  3,  FL  32S42 


920  Tactical  Clinic 
Keesler  Air  Forte  Base,  MS  39534 


924  Tactical  Clinic 

Bergstrom  Air  Force  Base ,  TX  78743 


926  Tactical  Clinic 

New  Orleans  Naval  Air  Station,  LA  70037 


928  Tactical  Clinic 

Chicago-O'Hare  International  Airport,  IL  60666 


934  Tactical  Clinic 

Minneapolis-St  Paul  International  Airport,  MN  SS417 


940  Tactical  Clinic 

McClellan  Air  Force  Base,  CA  95652 


MISCELLANEOUS  AGENCIES 

Air  Force  Medical  Material  Field  Office, 

Frederick,  MD  21701 


Air  Force  Museum 

Wright-Patterson  Air  Force  Base,  OH  45433 


Air  Force  Office  of  Scientific  Research 
Bolling  Air  Force  Base,  DC  20332 


Air  Force  Satellite  Control  Facility 
PO  Box  92960,  Worldway  Post^  Center 
Los  Angeles,  CA  90009 


Air  Force  Services  Office 
2800  South  20th  St,  Philadelphia,  PA  19101 


Air  Forces  Iceland 
Fleet  Post  Office  New  York  09571 


Air  Weather  Service 
Scott  Air  Force  Base,  IL  62225 


Armed  Forces  Vocational  Testing  Group 
Randolph  Air  Force  Base,  TX  78148 


Army  and  Air  Force  Exchange  Service 
Dallas,  TX  75222 


.  Army  and  Air  Force  Exchange  and  Motion 
Picture  Service 

Washington,  DC  20310  * 


Clear  Missile  Early  Warning  Station 
Clear  Alaska 
APO  SeatUe  98704 


Community  College  of  the  Air  Force 
Randolph  Air  Force  Base,  TX  78148 


Director  of  Nuclear  Surety 
Kirtland  Air  Force  Base,  NM  87115 


Inter-American  Air  Force  Academy 
APO  New  York  09825 


Space  and  Missile  Systems  Organization 
PO  Box  92960  Worldway  Postal  Center 
Los  Angeles,  CA  90009 


USAF  Band 

Bolling  Air  Force  Base,  IX!  20332 


USAF  Central  Audio-Visual  Library 
Norton  Air  Force  Base,  CA  92409 

/ 

USAF  Cryptologic  Depot 
San  Antonio,  TX  78243 


USAF  Frequency  Management  Office 
Washington,  DC  20330 


USAF  Recruiting  Service 
Randolph  Air  Force  Base,  TX  78148 


USAF  Special  Operations  Force 
Eglin  Air  Force  Base,  FL  32542 


NAMED  DIVISIONS 

Aeronautical  Systems  Division 
Wright-Patterson  Air  Force  Base,  OH  45433 


Aerospace  Medical  Division 
Brooks  Air  Force  Base,  TX  78235 


Air  Force  Contract  Management  Division 
Kirtland  Air  Force  Base,  NM  87115 


Electronic  Systems  Division 
L  G  Hanscom  Air  Force  Base,  MA  01731 


Foreign  Technology  Division 
Wnght-Patterson  Air  Force  Base,  OH  45433 


NUMBERED  AIR  DIVISIONS 

3  Air  Division 
APO  San  Francisco  %334 


4  Air  Division 

F  E  Warren  Air  Force  Base,  WY  82001  . 
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12  Air  Division 

Davis-Monthan  Air  Force  Base,  AZ  8S707 

a.  1  t-  * 

. 

14  Air  Division 

Beale  Air  Force  Base,  CA  95903 


19  Air  Division 

Carswell  Air  Force  Base,  TX  76127 


20  Air  Division 

Ft  Lee  Air  Force  Station,  VA  23801 


<• 


21  Air  Division 
Hancock  Field,  NY  13225 


8  Air  Force,  Barksdale  Air  Force  Base,  LA  71 1 10 

9  Air  Force,  Shaw  Air  Force  Base,  SC  29152 

12  Air  Force,  Bergstrom  Air  Force  Base,  TX  78743 

13  Air  Force,  APO  San  Francisco  %274  . 

15  Air  Force,  March  Air  Force  Base,  CA  92508 

16  Air  Force,  APO  New  York  09283 

17  Air  Force,  APO  New  York  09130 


23  Air  Division 

Duluth  International  Airport,  MN  55814  ' 


24  Air  Division  '  i>  • 

Malmstrom  Air  Force  Base,  MT  59402 


25  Air  Division 

McChord  Air  Force  Base,  WA  98438 


26  Air  Division 

Luke  Air  Force  Base,  AZ  85309  ,  ^  j( 

itlOL 

40  Air  Division 

Wurtsmith  Air  Force  Base,  MI  48753  ^1 


21  Air  Force,  McGuire  Air  Force  Base,  NJ  08641 


22  Air  Force,  Travis  Air  Force  Base,  CA  94535 


PLANT  REPRESENTATIVE  OFFICES 

Air  Force  Plant  Representative  Office 
Aerojet-General  Corporation 
PO  Box  15846 
Sacramento,  CA  95813 


Air  Force  Plant  Representative  Office 
The  Boeing  Company 
PO  Box  3707 
SeatUe,  WA  98124 


42  Air  Division  I  C* 

Blytheville  Air  Force  Base,  AR  72315 


45  Air  Division  “‘-• 

Pease  Air  Force  Base,  NH  03801  *->1' 


47  Air  Division 

Fairchild  Air  Force  Base,  WA  9901 1 


57  Air  Division 

Minot  Air  Force  Base,  ND  58705 


313  Air  Division 
APO  San  Francisco  96239 


314  Air  Division 
APO  San  Francisco  %570 


326  Air  Division 
APO  San  Francisco  96515 


839  Air  Division 
Pope  Air  Force  Base,  NC  28308 


NUMBERED  AIR  FORCES 

3  Air  Force,  APO  New  York  09127 


5  Air  Force,  APO  San  Francisco  96328 


Air  Force  Plant  Representative  Office 
Chemical  Systems  Division 
PO  Box  358 
Sunnyvale,  CA  94088 


Air  Force  Plant  Representative  Office 
Fairchild  Republic  Company 
Farmingdale,  NY  11735 


Air  Force  Plant  Representative  Office 
General  Dynamics/Fort  Worth  Division 
PO  Box  371 
Fort  Worth,  TX  76101 


Air  Force  Plant  Representative  Office 
General  Electric  Company 
Cincinnati,  OH  45215 


Air  Force  Plant  Representative  Office 
General  Electric  Company,  Re-Entry  &  Environment 
Systems  Division  &  Space  Division 
PO  Box  8555 
Philadelphia,  PA  19101 


Air  Force  Plant  Representative  Office 
General  Motors  Corporation  Detroit  Diesel- 
AUison  Division  . 

2355  S  Tibbs  Avenue 
Indianapolis,  IN  46241 


Air  Force  Plant  Representative  Office 
Hughes  Aircraft  Company 
CuRcr  City,  CA  90230 
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Norton  Air  Force  Base,  CA  92409 

Air  Force  Plant  Representative  Office 

Lockheed  Missile  A  Space  Company  Central  Air  Force  Reserve 

Space  Systems  Division  Beiastrom  Air  Force  Base.  TX  78743 

PO  Box  504 
Sunnyvale,  CA  94088 

Eastern  Air  Force  Reserve  R^ion 
Dobbins  Air  Force  Base.  GA  30060 

Air  Force  Plant  Representative  Office 
Lockheed-Geor^  Company 

Marietta,  GA  3(K)60  Western  Air  Force  Reserve  Region 

McClellan  Air  Force  Base,  CA  95652 


Air  Force  Plant  Representative  Office 
Martin  Marietta  Aerospace.  Denver  Division 
PO  Box  179 
Denver,  CO  80201 


Air  Force  Plant  Representative  Office 
McDonnell  Dou^s  Corporation 
PO  Box  516 
St  Louis,  MO  63166 


Air  Force  Plant  Representative  Office 
Northrop  Corporation 
Hawthorne,  CA  90250 


Air  Force  Plant  Representative  Office 
Rockwell  International  Corporation,  Electronics  Ops 
3370  Miraloma  Avenue 
Anaheim,  CA  92803 


Air  Force  Plant  Representative  Office 
Rockwell  International  Corporation,  B-1  Division 
Los  Angeles  International  Airport;  CA  90009 


Air  Force  Plant  Representative  Office 
Rockwell  International  Corporation,  Rocketdyne  Div 
Canoga  Park,  CA  91304 


Air  Force  Plant  Representative  Office 
Thiokol  Corporation 
PO  Box  524,  MS-250 
Brigham  City,  UT  84302 


Air  Force  Plant  Representative  Office 
TRW  Defense  A  Space  Systems  Group 
One  Space  Park 
Redondo,  Beach  CA  90278 


Air  Force  Plant  Representative  Office 
Westinghouse  Electric  Corporation 
Defense  Electronics  Systems  Center 
PO  Box  1693 
Baltimore,  MD  21203 


REGIONS 

Air  Force  Audit  Agency(Central  Region) 
Carswell  Air  Force  Base,  TX  76127 


Air  Force  Audit  AgencyCEastem  Region) 
Langley  Air  Force  Base,  VA  23665 


Air  Force  Audit  Agency(European  Region) 
APO  New  York  09012 


Air  Force  Audit  AgencyfWestem  Region) 


USAF  R^ional  Civil  Engineer-Central  Region 
1114  Commerce  Street 
Dallas,  TX  75202 


USAF  Regional  Civil  Engineer-Eastern  Region 
526  Title  Building 
AtlanU,  GA  30303 


USAF  Regional  Civd  Engineer— Western  Region 
630  Sansome  Street 
San  Francisco,  CA  941 1 1 


USAFE  Purchasing  Region  -  United  Kingdom 
APO  New  York  09179 


SCHOOLS  (SPECIAL  TRAINING) 

Non-Commissioned  Officers  Academy 
Leadership  School 
Kirtland  Air  Force  Base.  NM  871 15 


USAF  Basic  Military  Training  School 
lackland  Air  Force  Base,  TX  78236 


USAF  Officer  Training  School 
lackland  Air  Force  Base,  TX  78236 


USAF  Academy  Preparatory  School 
USAF  Academy.  CO  80840 


USAF  Air  Ground  Operations  School 
Eglin  AF  Aux  Fid  9  FL  32544 


USAF  Instrument  Pilot  Instructor  School 
RaiKlolph  Air  Force  Base,  TX  78148 


USAF  Interceptor  Weapons  School 
Tyndall  Air  Force  Ba^,  FL  32401 


USAF  School  of  Aerospace  Medicine 
Brooks  Air  Force  Base,  TX  78235 


USAF  School  of  Applied  Aerospace  Sciences 
Chanute  Air  Force  Base,  IL  61868 


USAF  School  of  Applied  Aerospace  Sciences 
Keesler  Air  Force  Base.  MS  39534 


USAF  School  of  Applied  Aerospace  Sciences 
lackland  Air  Force  Base,  TX  78236  - 
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USAF  School  of  Applied  Aerospace  Sciences 
Lowry  Air  Force  Base,  CO  80230 


USAF  School  of  Applied  Aerospace  Sciences 
Sheppard  Air  Force  Base.  Tx  7631 1 


USAF  School  of  Applied  Cryptologic  Sciences 
Goodfellow  Air  Force  Base,  TX  76901 


USAF  Special  Investigations  School 
Washington,  DC  20314 


USAF  Special  Operations  School 
Eglin  Air  Force  Auxiliary  Field  9  FL  32544 


USAF  School  of  Health  Care  Sciences 
Sheppard  Air  Force  Base,  TX  76311 


USAF  Survival  &  Special  Training  School 
Fairchild  Air  Force  Base,  WA  ^011 


USAF  Test  Pilot  School 
Edwards  Air  Force  Base,  CA  93523 


USAF  Tropic  Survival  School 
APO  New  York  09825 

AIR  FORCE  BASES,  STATIONS,;  AND  AIRPORTS 
(States,  Territories,  and  Foreign  Countries) 
ALABAMA 

Craig  Air  Force  Base.  AL  36701 
Dauphin  Island  Air  Force  Station,  AL  36528 
Gunter  Air  Force  Station,  AL  361 14 
Maxwell  Air  Force  Base,  AL  36112 


ALASKA 

Campion  Air  Force  Station,  APO  Seattle  98703 
Cape  Lisbume  Air  Force  Station,  APO  Seattle  98716 
Cape  Newenham  Air  Force  Station,  APO  Seattle  98745 
Cape  Romanzof  Air  Force  Station,  APO  Seattle  98706 
Cold  Bay  Air  Force  Station,  APO  Seattle  98711 
Eielson  Air  Force  Base,  APO  Seattle  98737 
Elmendorf  Air  Force  Base,  APO  Seattle  98742 
Ft  Yukon  Air  Force  Station,  APO  Seattle  98710 
Galena  Airport,  APO  Seattle  98723 
Indian  Mt  Air  Force  Station,  APO  Seattle  98748 
King  Salmon  Airport,  APO  Seattle  98713 
Kotzebue  Air  Force  Station,  APO  Seattle  98709 
Murphy  Dome  Air  Force  Station,  APO  Seattle  98750 
Shemya  Air  Force  Base,  APO  Settle  98736 
Sparrevohn  Air  Force  Station,  APO  Seattle  98746 
Tatalina  Air  Force  Station,  ATO  Seattle  98747 
Tin  City  Air  Force  Station,  APO  Seattle  98715 


ARIZONA 

Davis-Monthan  Air  Force  Base,  AZ  85707 
Luke  Air  Force  Base,  AZ  85309 
Williams  Air  Force  Base,  AZ  85224 


ARKANSAS 

Blytbeville  Air  Force  Base,  AR  72315 
Little  Rock  Air  Force  Base,  AR  72076 


CALIFORNIA 

Almaden  Air  Force  Station,  CA  95042 
Beale  Air  Force  Base,  CA  95903 


Boron  Air  Force  Station,  CA  93516 
Cambria  Air  Force  Station,  CA  93428 
Castle  Air  Force  Base,  CA  95342 
Edwards  Air  Force  Base,  CA  93523 
George  Air  Force  Base,  CA  92392 
Hamuton  Air  Force  Base,  CA  94934 
Klamath  Air  Force  Station,  CA  95548 
Los  Angeles  Air  Force  Station,  CA  90009 
March  Air  Force  Base,  CA  92508 
Mather  Air  Force  Base,  CA  95655 
McClellan  Air  Force  Base,  CA  95652 
Mill  Valley  Air  Force  Station,  CA  94941 
Mount  La^na  Air  Force  Station,  CA  92048 
Norton  Air  Force  Base,  CA  92409 
V  Pillar  Point  Air  Force  Station,  CA  94019 
Point  Arena  Air  Force  Station,  CA  95468 
Sunnyvale  Air  Force  Station,  CA  94086 
Travis  Air  Force  Base,  CA  94535 
Vandenberg  Air  Force  Base,  CA  93437 


CANAL  ZONE 

Albrook  Air  Force  Base,  APO  New  York  09825 
Howard  Air  Force  Base,  APO  New  York  09020 


COLORADO 

Ent  Air  Force  Base,  CO  80912 
Lowry  Air  Force  Base,  CO  80230 
Peterson  Air  Force  Base,  CO  80914 


DELAWARE 

E>over  Air  Force  Base,  DE  19901 


DISTRICT  OF  COLUMBIA 
Bolling  Air  Force  Base,  DC  20332 


FLORIDA 

Cape  Canaveral  Air  Force  Station,  FL  32925 
Eglin  Air  Force  Base,  FL  32542 
Homestead  Air  Force  Base.  FL  33030 
MacDUl  Air  Force  Base,  FL  33608 
McCoy  Air  Force  Base,  FL  32812 
Patrick  Air  Force  Base,  FL  32925 
Tyndall  Air  Force  Base,  FL  32401 


GEORGIA 

Dobbins  Air  Force  Base,  GA  30060 
Moody  Air  Force  Base,  GA  31601 
Robins  Air  Force  Base,  GA  31098 

*l! 

GUAM 

Andersen  Air  Force  Base,  APO  San  Francisco  %334 


HAWAII 

Bellows  Air  Force  Station,  APO  San  Francisco  96553 
Hickam  Air  Force  Base,  APO  San  Francisco  96553 
Wheeler  Air  Force  Base,  APO  San  Francisco  %515 


IDAHO 

Mt  Home  Air  Force  Base,  ID  83648 


ILLINOIS 

Chanute  Air  Force  Base,  IL  61868 
Chicago-O’Hare  International  Airport,  IL  60666 
Scott  Air  Force  Base,  IL  62225 


INDIANA 

Grissom  Air  Force  Base,  IN  46971 


KANSAS 
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McConnell  Air  Force  Base,  KS  67221 


LOUISIANA 

Barksdale  Air  Force  Base,  LA  71110 
England  Air  Force  Base,  LA  71301 
Lake  Charles  Air  Force  Station,  LA  70601 


MAINE 

Bucks  Harbor  Air  Force  Station,  ME  04618 
Caswell  Air  Force  Station,  ME  047S1 
Charleston  Air  Force  Station,  ME  04422 
Loring  Air  Force  Base,  ME  047S0 


MARYLAND 

Andrews  Air  Force  Base,  MD  20331 


Gibbsboro  Air  Force  Station,  NJ  08026 
McGuire  Air  Force  Base,  NJ  08641 


NEW  MEXICO 

Cannon  Air  Force  Base,  NM  88101 
HoUoman  Air  Force  BaM,  NM  88330 
Kirtland  Air  Force  Base,  NM  871  IS 


NEW  YORK 

Griffiss  Air  Force  Base,  NY  1 3441 
Lockport  Air  Force  Station,  NY14094 
Montauk  Air  Force  Station,  NY  1I9S4 
Niagara  Falls  International  Airport,  NY  14304 
Plattsburgh  Air  Force  Base,  NY  12903 
Saratoga  Air  Force  Station,  NY12866 
Watertown  Air  Force  Station,  NY  13601 


MASSACHUSETTS 

L  G  Hanscom  Air  Force  Base,  MA  01731 
North  Truro  Air  Force  Station,  MA  026S2 
Westover  Air  Force  Base,  MA  01022 


MICHIGAN 

Calumet  Air  Force  Station,  Ml  49913 
Empire  Air  Force  Station,  MI  49630 
K  I  Sawyer  Air  Force  Base,  MI  49843 
Kincheloe  Air  Force  Base,  MI  49788 
Port  Austin  Air  Force  Station,  MI  48467 
Sault  Sainte  Marie  Air  Force  Station,  Ml  49783 
Wurtsmith  Air  Force  Base,  MI  487S3 


MINNESOTA 

Baudette  Air  Force  Station,  MN  S6623 
Chandler  Air  Force  Station,  MN  S6I22 
Finland  Air  Force  Station,  MN  SS603 
Minneapolis-St  Paul  International  Airport,  MN  55417 


MISSISSIPPI 

Columbus  Air  Force  Base,  MS  39701 
Keesler  Air  Force  Base,  MS  39534  i 


MISSOURI 

Richards-Gebaur  Air  Force  Base,  MO  64030 
Whiteman  Air  Force  Base,  MO  65301 
' 

MONTANA 

Fortuna  Air  Force  Station,  MT  59275 
Glasgow  Air  Force  Base,  MT  59231 
Havre  Air  Force  Station,  MT  59501 
Kalispell  Air  Force  Station,  MT  59922 
Lewistown  Air  Force  Station,  MT  59457 
Malmstrom  Air  Force  Base,  MT  59402 
Opheim  Air  Force  Station,  MT  59250 


NEBRASKA 

Offutt  Air  Force  Base,  NE  68113 


NEVADA 

Fallon  Air  Force  Station,  NV  89406 
Indian  Springs  Air  Force  Auxiliary  Field 
Indian  Springs,  NV  8%18  I 

NeUis  Air  Force  Base,  NV  89110  .  .  • 

Tonopah  Air  Force  Station,  NV  89049  '1  ( )-f»{jBairiD 

'  H  iiA  ilooZ 


NORTH  CAROLINA 
R  Fisher  Air  Force  Station,  NC  28449 
Pope  Air  Force  Base,  NC  28308 
Roanoke  Rapids  Air  Force  Station,  NC  27870 
Seymour  Johnson  Air  Force  Base,  NC  27531 


NORTH  DAKOTA 
Finley  Air  Force  Station,  ND  58230 
Grand  Forks  Air  Force  Base,  ND  58201 
Minot  Air  Force  Station,  Max  ND  58759 


OHIO 

Clinton  County  Airport,  OH  45177 
Gentile  Air  Force  Station,  OH  45444 
Newark  Air  Force  Station,  OH  43055 
Rickenbacker  Akr  Force  Base,  OH  43217 
Wright-Patterson  Air  Force  Base,  OH  45433 
Youngstown  Municipal  Airport,  OH  44473 


OKLAHOMA  ^ 

Altus  Air  Force  Base,  OK  73521 
Oklahoma  City  Air  Force  Station,  OK  73145 
linker  Air  Force  Base,  OK  73145 
Vance  Air  Force  Base,  OK  73701 


OREGON 

(  '  Burns  Air  Force  Station,  OR  97720 

Keno  Air  Force  Station,  OR  97601 
Kingsley  Field,  OR  97601 
Mount  Hebo  Air  Force  Station,  OR  97122 
North  Bend  Air  Force  Station,  OR  97459 


PENNSYLVANIA 
Benton  Air  Force  Station,  PA  17814 


SOUTH  CAROLINA 
Aiken  Air  Force  Station,  SC  29801 
Charleston  Air  Force  Base,  SC  29404 
Myrtle  Beach  Air  Force  Base,  SC  29577 
SImw  Air  Force  Base,  SC  29152 


SOUTH  DAKOTA 
Ellsworth  Air  Force  Base,  SD  57706 


TENNESSEE 

Arnold  Air  Force  Station,  TN  37389 


NEW  HAMPSHIRE 
Grenier  Air  Force  Station,  NH  03103 
Pease  Air  Force  Base,  NH  03801 


NEW  JERSEY . 


TEXAS 

'  Bergstrom  Air  Force  Base,  TX  78743 

Brooks  Air  Force  Base,  TX  78235 
CarsweO  Air  Force  Base,  TX  76127 
Dyess  Air  Force  Base,  TX  79607 
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Ellington  Air  Force  Base,  TX  77030 
Goodfellow  Air  Force  Base.  TX  76901 
Kelly  Air  Force  Base,  TX  7^41 
Lackland  Air  Force  Base.  TX  78236 
Laredo  Air  Force  Base,  TX  78040 
Lau^lin  Air  Force  Base,  TX  78840  * 
Randolph  Air  Force  Base,  TX  78148 
Reese  Air  Force  Base,  TX  79489 
San  Antoitk)  Air  Force  Station,  TX  78208 
Sheppard  Air  Force  Base,  TX  76311 
Webb  Air  Force  Base.  TX  79720 


UTAH 

Hill  Air  Force  Base,  UT  84406 


VERMONT 

St  Albans  Air  Force  Station.  VT  05478 


VIRGINIA 

Bedford  Air  Force  Station,  VA  24523 
Cape  Charles  Air  Force  Station.  VA  23310 
Ft  Lee  Air  Force  Station.  VA  23801 
Langley  Air  Force  Base.  VA  23665 


WAKE  ISLAND 

Wake  Island  Air  Force  Base,  APO  San  Francisco  %501 


WASHINGTON 

Blaine  Air  Force  Station,  WA  98230 
Fairchild  Air  Force  Base,  WA  99011 
Makah  Air  Force  Station,  WA  98357 
McChord  Air  Force  Base,  WA  98438*^1' 
Othello  Air  Force  Station,  WA  99344  I  / 


WISCONSIN 

Antigo  Air  Force  Station,  W1  54409 
Osceola  Air  Force  Station,  WI  54020 


WYOMING 

F  E  Warren  Air  Force  Base,  WY  82001 , 


FOREIGN  COUNTRIES 

AUSTRALIA 

Woomera  Air  Station,  APO  San  Francisco  %287 


AZORES 

Lajes  Field,  APO  New  York  09406 


BELGIUM 

Kleine  Brogel  Air  Base.  APO  New  York  09667 


CANADA 

Goose  Air  Base,  APO  New  York  09677 


GERMANY 

Bitburg  Air  Base,  APO  New  York  09132 
Hahn  Air  Base.  APO  New  York  09109 
Lindsey  Air  Station,  APO  New  York  0%33 
RAF  Bruggen,  APO  New  York  09013 
Ramstein  Air  Base.  APO  New  York  09012 
Rhein-Main  Air  Base,  APO  New  York  09057 
Sembach  Air  Base,  APO  New  York  09130 
Spangdahlem  Air  Base,  APO  New  York  09123 
Stuttgart  Airfield,  APO  New  York  09131 
Tempelhof  Central  Airport,  APO  New  York  0%1 1 
Wiesbaden  Air  Base.  APO  New  York  09332 
Zweibnicken  Air  Base,  APO  New  York  09860 


GREECE 

Hellenikon  Air  Base,  APO  New  York  09223 
Iraklion  Air  Station.  APO  New  York  09291 


GREENLAND 

Sondrestrom  Air  Base,  APO  New  York  09121 
Thule  Air  Base,  APO  New  York  09023 


ITALY 

Aviano  Air  Base,  APO  New  York  09293 

San  Vito  Dei  Normanni  Air  Sta,  APO  New  York  09240 


JAPAN 

Fuchu  Air  Station,  APO  San  Francisco  %525 
Kadena  Air  Base,  APO  San  Francisco  %239 
Misawa  Air  Base,  APO  San  Francisco  %519 
Naha  Air  Base,  APO  San  Francisco  96235 
Tachikawa  Air  Base,  APO  San  Francisco  %323 
Yokota  Air  Base.  APO  San  Francisco  %328 


KOREA 

Kimpo  Air  Base,  APO  San  Francisco  %276 
Kunsan  Air  Base,  APO  San  Francisco  96264 
Kwangju  Air  Base,  APO  San  Francisco  %324 
Osan  Air  Base,  AK)  San  Francisco  %570 
Taegu  Air  Base,  APO  San  Francisco  96213 


NETHERLANDS 

Camp  New  Amsterdam  Air  Base,  APO  New  York  09292 


NORWAY 

Kolsas  Air  Base.  APO  New  York  09085 


PHILIPPINES 

.  Clark  Air  Base,  APO  San  Francisco  %274 
John  Hay  Air  Base,  APO  San  Francisco  96298 
Wallace  Air  Station,  APO  San  Francisco  %277 


SPAIN 

Moron  Air  Base,  APO  New  York  09282 
Toirejon  Air  Base,  APO  NeWiYork  09283 

f)  I. 

TAIWAN 

Chins  Chuan  Kang  Air  Base,  APO  San  Francisco  %319 
Shu  Lin  Kou  Air  Station,  ATO  San  Francisco  %360 
Tainan  Air  Base,  APO  San  Francisco  96340 
Taipei  Air  Station,  APO  San  Francisco  %280 


THAILAND 

Chiang  Mai  Airport,  APO  San  Francisco  %272 
Don  Muang  Airport,  APO  San  Francisco  %303 
Korat  Air  Base,  APO  San  Francisco  %288 
Nakhon  Phanom  Airport,  APO  San  Francisco  %310y 
U-Tapao  Airfield,  APO  San  Francisco  96330 
Udom  Airfield,  APO  San  Francisco  96237 


TURKEY 

Ankara  Air  Station,  APO  New  York  09254 
Dtyarbal^  Air  Station,  APO  New  York  09294 
Emad  M^tya  Air  Base.  APO  New  York  09051 
ni(j  Eakitehir  Air  Base,  APO  New  York  09254 
V)  >  inovlik  Air  Base,  APO  New  York  09289 
!<>  btaidMil  Air  Station,  APO  New  York  09380 
Karamursel  Air  Station.  APO  New  York  09324 

JO  :  • 

UNITED  KINGDOM 
RAF  Alconbury,  APO  New  York  09238 
RAF  Bentwaters,  APO  New  York  09755 
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RAF  Chicksands.  APO  New  York  09193 
RAF  Croughton,  ATO  New  York  09378 
RAF  Harrogate.  APO  New  York  09210 
RAF  Lakennea^,  APO  New  York  09179 
RAF  MUdenhaU.  APO  New  York  09127 
RAF  Upper  Heyford,  APO  New  York  09194 
RAF  Wethersfield,  APO  New  York  09120 
RAF  Woodbridge,  APO  New  York  09405 


NATIONAL  SECURITY  AGENCY 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identi¬ 
fier.  It  is  therefore  especially  important  for  expeditious  service 
when  requesting  a  record  that  particular  attention  be  provided  to 
the  Notification  and/or  Access  Procedures  of  the  particular  record 
system  involved  so  as  to  furnish  the  required  personal  identifiers, 
or  any  other  pertinent  personal  information  as  may  be  required,  to 
locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

.Certain  blanket  'routine  uses'  of  the  records  have  been 
established,  that  are  applicable  to  every  record  system  maintained 
within  the  Department  of  Defense,  unless  specifi(^y  stated  other¬ 
wise  within  a  particular  record  system.  These  additional  blanket 
routine  uses  of  the  records  are  published  below,  only  once  in  the 
interest  of  simplicity,  economy  and  to  avoid  r^undancy,  before 
the  individual  record  system  notices  begin  rather  than  repeating 
them  in  every  individual  record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  rule,  reg\ilation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  •  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency, 
maintaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessary  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

ROUTINE  USE  •  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  compoitent 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  iiiformation  is  relevant  and  necessary  to  the  requesting  agency's 
decision  on  the  matter. 

ROUTINE  USE  •  CONGRESSIONAL  INQUIRffiS 

Disclosure  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  made  to  a  congresskHud  office  from  the  record  of 
an  individual  in  response  to  an  inquiry  from  the'congressiot^  of¬ 
fice  made  at  the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 


partment  of  Defense  if  necessary  and  relevant  for  the  pierformance 
of  a  lawful  function  such  as.  but  not  limited  to,  piersonnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  pniblished  on  or  before  August  22,  1975, 
will  be  disclosed  to  the  Office  of  ManaMment  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  A-19  at  any  stage  of  the  lemlative  coordination  and 
clearance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  •  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Com- 
pionent  may  be  disclos^  to  foreign  law  enforcement,  security,  in- 
vest^atory,  or  administrative  authorities  in  order  to  comply  with 
requirements  impiosed  by,  or  to  claim  rights  conferred  in  interna¬ 
tional  agreements  and  arrangements  including  those  regulating  the 
stationing  and  status  in  foreign  countries  of  Depiartment  of  Defense 
military  and  civilian  piersonnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Compionent  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  S,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  em¬ 
ployee  or  military  member  is  or  was  subject  to  tax  regardless  of 
whether  tax  is  or  was  withheld.  This  routine  use  is  in  accordance 
with  Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  U^.  CIVIL 
SERVICE  COMMISSION 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act 
and  maintained  by  this  compxinent  may  be  disclosed  to  the  Civil 
Service  Commission  concerning  information  on  piay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessa¬ 
ry  for  the  Commission  to  carry  out  its  legally  authorized  Govern¬ 
ment-wide  piersonnel  management  functions  and  studies. 

ROUTINE  USE  •  DISCLOSURE  OF  INFORMATION 
TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  com- 
pionent  may  be  disclos^  as  a  routine  use  to  the  National  Archives 
and  Records  Service  of  the  General  Services  Administration  in 
records  management  inspiections  conducted  under  authority  of  44 
U.S.C.  2904  and  2906. 


GNSAOl 

System  name:  NSA/CSS  Access,  Authority  and  Release  of  Informa¬ 
tion  File 

System  locatkm:  Primary  System  -  National  Security  Agen¬ 
cy/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Decentralized  Segments  -  Each  staff,  line,  contract  and  field  ele¬ 
ment  as  appropriate. 

Categories  of  individuals  covered  by  the  system:  NSA/CSS  civilian 
employees,  personnel  under  contract  or  apipiointment  and  military 
assignees. 

Categories  of  records  in  the  system:  File  may  consist  of  authoriza¬ 
tions  to  obtain  keys,  authorizations  for  access  to  specific  sensitive 
information  or  areas,  delegation  of  respionsibility  to  authorize  or 
request  spiecific  action,  work  projects  or  access,  notification  to  re¬ 
port  for  duty  in  event  of  hazardous  weather  or  other  emergency, 
authorization  to  officially  release  various  typies  of  communications, 
assignment  to  special  activities,  assignment  as  ^ency  representa¬ 
tive  to  Depiartment  or  other  government  committees,  boards,  task 
groups,  assignment  to  spiecial  tasks  in  event  of  techni^  or  national 
emergencies,  assignment  to  duties  as  fire,  safety,  security  offioers;- 
Combined  Federal  Campaign  and  Blood  Donation  workers;  and  as¬ 
signments  to  other  spiecial  or  volunteer  duties  or  activities. 

Authority  for  maintenance  of  the  system:  Public  Law  86-36,  Public 
Law  88-2»,  Title  18  U.S.C.  798.  E.O.  11652. 
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Roudac  uses  of  records  maintained  in  the  system,  including  cat»o- 
liM  of  users  and  the  purpooa  of  such  uses:  The  purpose  of  this  file 
is  to  provide  a  means  to  rapidly  determine  who  may  have  access  to 
information  or  keys,  who  is  required  to  report  for  duty  in  special 
circumstances,  who  has  been  authorized  to  release  official  commu¬ 
nications,  who  has  been  assigned  additional  special  tasks,  voluntary 
duties  or  other  duties.  The  file  and  its  segments  are  used  by  each 
authorized  staff,  line,  contract  and  field  officer,  employee  or  as¬ 
signee  to  make  determinations  as  noted  in  the  purposes  above. 
Where  required,  specific  information  from  this  file  may  be  made 
available  to  appropriate  investi^tory  authorities  engaged  in  na¬ 
tional  security  or  criminal  investigations  or  to  national  defense  and 
intelligence  authorities  or  other  governmental  entities  with  respect 
to  specific  assignments  or  when  emergency  action  is  required. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposii^  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  paper  cards  in  file  boxes, 
magnetic  tapes,  disks  and  other  computer  storage  media,  computer 
listings,  microfdm. 

Retrievability:  By  name. 

Safeguards:  For  paper,  computer  listing,  cards  and  microfilm  - 
Secure  limited  access  facilities,  within  those  facilities  secure  hmited 
access  rooms  and  within  those  rooms  lockable  containers.  Access 
to  information  is  limited  to  authorized  individuals  only.  For 
machine  records  stored  on  magnetic  tape,  disk  or  other  computer 
storage  media  within  the  computer  processing  area,  additional 
secure  limited  access  facilities,  specific  processing  requests  from 
authorized  persons  only,  specific  authority  to  access  stored  records 
and  delivery  to  authorized  persons  only.  Where  data  elements  are 
derived  from  the  Personnel  Security  File,  remote  terminal  inhibi¬ 
tions  are  in  force  with  respect  to  access  to  complete  file  or  data 
relating  to  persons  not  assigned  to  requesting  organization  using  a 
remote  terminal.  Remote  terminals  are  secured,  are  available  to 
authorized  persons  only,  and  certain  password  and  other  identifying 
information  available  to  authorized  users  only  is  required.  Ter¬ 
minals  are  not  available  outside  of  headquarters  area  locations. 

Retention  and  disposal:  Retained  until '  individual  is  no  longer 
authorized  access,  release  authority  or  assigned  to  specific  addi¬ 
tional  duties.  Computer  files  are  purged  and  updated  to  reflect  cur¬ 
rent  status. 

System  managerfs)  and  address:  Director,  NSA. 

Notification  procedure:  Requests  from  individual  for  notification 
shall  be  in  writing  addressed  to  the  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Record  access  procedures:  Requests  from  individuals  for  access 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Contesting  record  procedures:  The  NS  A/CSS  rules  for  contesting 
contents  and  appeahng  initial  determinations  may  be  obtained  by 
written  request  addressed  to  Information  Officer,  National  Security 
Agency/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories:  Applications  and  related  forms 
requesting  access,  appointment  or  authorization,  notifications  of 
same,  personnel  records,  personnel  security  records,  and  other 
sources  as  appropriate  and  required. 

Systenu  exempted  from  certain  provisions  of  the  act:  Individual 
records  in  this  file  which  are  classified  are  exempted  pursuant  to 
Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to  provi¬ 
sions  of  section  552(b)  (1)  of  this  title;  individi^  records  constitut¬ 
ing  invest^tory  material  compiled  solely  for  purpose  of  determin¬ 
ing  suitability,  eligibility,  or  qualifications  for  Federal  civilian  em¬ 
ployment,  military  service.  Federal  contracts,  or  access  to  clas¬ 
sified  information  are  exempted  pursuant  to  subsection  (k)  (5).  In 
addition,  certain  records  may  be  subject  to  specific  provisions  of 
Public  Law  86-36,  Public  Law  88-290  and  Title  18  U.S.C.  798. 

GNSA02 

System  name:  NSA/CSS  Applicants 

System  locuthm:  National  Security  Agency/Central  Security  Ser¬ 
vice,  Ft.  George  G.  Meade.  Md.  20755. 

Categories  of  individuate  covered  by  the  system:  Applicants  for 
employment  with  NSA/CSS. 

Categories  of  records  in  the  system:  File  contains  forms,  docu¬ 
ments  and  correspondence  provi^ng  personal  and  qualifications  in¬ 
formation  submitted  by  individual  applicant,  educational  institu¬ 


tions,  past  employers,  references.  Records  include  processing 
items,  status  reports,  test  results,  interview  reports,  reports  m 
reviewing  organizations  and  other  related  information. 

Authority  for  maintenance  of  the  system:  Public  Law  86-36,  Public 
Law  88-290,  E.O.  10450,  and  Title  5,  U.S.C.  and  wpropriate  imple¬ 
menting  Civil  Service  Commission  directives  in  Fedeim  Personnel 
ManuaT 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  llie  purposes  of  this  file 
are  to  support  the  recruitment,  selection,  hire  and  placement  of  ap¬ 
plicants.  The  file  is  used  to  document  applicant  processing,  as  a 
basis  for  selection  decisions  by  individual  ^ency  elements  and  the 
personnel  organization,  and  such  other  related  uses  as  required. 
The  users  of  this  file  include  those  staff,  line,  contract  and  field  of¬ 
ficers  and  employees  as  authorized  and  appropriate.  In  addition, 
files  may  be  made  available  to  the  Civil  Service  Commission, 
Freedom  of  Information  Act  and  Privacy  Act  authorities.  Depart¬ 
ment  of  Defense  and  other  governmental  entities  as  required  and 
appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  in  file  folders,  cards  in  containers,  logs,  computer 
listii^s,  computer  magnetic  tape,  disks  and  other  computer  storage 
media,  microfilm. 

Retrievability:  By  name,  social  security  account  number,  and 
other  appropriate  data  elements. 

Safeguards:  For  paper,  computer  printouts  and  microfilm  - 
Secure  limited  access  facilities,  within  those  facilities  secure  limited 
access  rooms  and  within  those  rooms  lockable  containers.  Access 
to  information  is  limited  to  those  individuals  specifically  authorized 
and  granted  access  by  Assistant  Director  for  ^rsonnel  and  Securi¬ 
ty.  For  machine  records  stored  on  magnetic  tape,  disk  or  other 
computer  storage  media  within  the  computer  processing  area,  addi¬ 
tion^  secure  limited  access  facilities,  specific  processing  requests 
from  authorized  persons  only.  Remote  terminal  inhibitions  are  in 
force  with  respect  to  access  to  computerized  file  or  data  relating  to 
persons  not  assigned  to  the  organization  using  a  remote  terminal. 
Remote  terminals  are  secured,  are  available  to  authorized  persons 
only,  and  certain  password  and  other  identifying  information  availa¬ 
ble  to  authorized  users  only  is  required.  Termii^s  are  not  available 
outside  of  headquarters  area  locations. 

Retention  and  dtepoeal:  For  applicants  who  are  employed  records 
are  transferred  to  Personnel  FUe  or  destroyed  as  appropriate.  For 
applicants  not  employed  records  are  retained  for  a  period  not  to  ex¬ 
ceed  one  year  unless  employment  requirements  necessitate  reten¬ 
tion  for  a  longer  period. 

System  raanagerfs)  and  address:  Director,  NSA. 

Notification  procedure:  Requests  from  individuals  for  notification 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755.  ” 

Record  access  procedures:  Requests  from  individuals  for  access 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Contesting  record  procedures:  The  NSA/CSS  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  by 
vmtten  request  addressed  to  Information  Officer,  National  Security 
Agency/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories:  Applicant,  educational  institutions, 
references,  former  employers  including  other  governmental  entities, 
interviewing  and  reviewing  individuals  including  possible  gaining  or¬ 
ganization.  security  and  medical  authorities  and  other  sources  as 
relevant  and  appropriate. 

Systenu  exempted  from  certain  provisions  of  the  act:  Individual 
records  in  this  file  which  are  classified  are  exempted  pursuant  to 
Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to  the  provi¬ 
sions  of  section  552  (b)  (1)  of  this  title;  indis^ual  records  constitut¬ 
ing  investigatory  materi^  compiled  solely  for  the  purpose  of  deter¬ 
mining  ^uitabilite,  eligibility  or  qualifications  for  Federal  civilian 
empl^tnent,  miutary  service.  Federal  contracts,  or  access  to  clas- 
sifie^information  are  exempted  pursuant  to  subsection  (k)  (5).  In 
addition,  certain  records  may  be  subject  to  specific  provisions  of 
Public  Law  86-36.  Public  Law  88-290  and  Title  18  U.S.C.  798. 

GNSA03 

System  name:  NSA/CSS  Correspondence,  Cases,  Complaints,  Visi¬ 
tors,  Requests 
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Syftcni  locatkm:  Primary  System  -  National  Security  Agen¬ 
cy/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  207SS. 

Decentralized  Segments  •  Each  staff,  line,  contract  and  field  ele¬ 
ment  as  authorized  and  appropriate. 

CategoriM  ol  individuals  covered  by  the  system:  Persons  calling  or 
corresponding  with  NSA/CSS  concerning  Congressional  inquiries; 
job  opportunities;  Freedom  of  Information  and  Privacy  Act 
requests;  other  information  requests,  suggestions  or  comments;  re¬ 
gistering  complaints;  requesting  appropriate  security  clearance,  and 

Eermission  to  visit;  reouestin^  or  requiring  information  relating  to 
tigation  or  anticipated  litigation;  and  employees  or  assignees  re- 
mstering  complaints  or  requesting  information  with  respect  to  Equal 
Employment  Opportunities,  rec^uesting  inquiry  or  investigation  by 
the  Inspector  General,  requesting  advice,  opinions,  or  assistance 
from  the  General  Counsel  or  provided  the  General  Counsel  with 
respect  to  conflict  of  interest  issues. 

Categories  of  records  in  the  system:  File  contains  correspondence 
from  and  to  individual,  -documents  and  memoranda  related  to  the 
response,  written  material  developed  during  or  in  anticipation  of 
litigation  or  investigation  of  inquiries,  complaints  or  grievances, 
written  material  developed  in  response  to  a  request  for  advice  or 
opinion  from  an  individual,  written  material  required  by  law,  execu¬ 
tive  order,  and  regi^tions  with  respect  to  Equal  Employment  Op¬ 
portunity  investigations,  Inspector  General  investigations,  judicial 
branch  subpoenas,  orders  and  related  actions. 

Authority  for  maintenance  of  the  system:  Public  Law  86-36,  Public 
Law  88-290,  Title  5  U.S.C.  552  as  amended  by  Public  Law  93-502 
and  Public  Law  93-579,  Public  Law  92-261 ,  Public  Law  93-259,  Ex¬ 
ecutive  Order  10450,  Executive  Order  11222,  Executive  Order 
11478,  Executive  Order  11652. 

Routine  uses  of  records  maintained  in  the  astern,  including  catc^ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  this  file 
is  to  provide  a  record  of  the  official  responses  and  determinations 
of  NSA/CSS  to  various  inquiries  for  information,  complaints,  offi¬ 
cial  actions  of  other  governmental  agencies  and  branches.  The 
users  of  these  files  are  those  staff,  line,  contract  and  field  officers, 
employees  and  assignees  delegated  the  responsibility  to  respond  on 
behalf  of  the  Director,  NSA,  to  such  inquiries  and  complaints.  The 
files  are  used  to  carry  out  the  purpose  set  forth  above,  to  provide 
an  information  base  to  be  used  in  responding  to  the  various  report- 
ii^  requirements  levied  by  the  Public  Laws  and  Executive  Orders 
cited  in  the  authorities  section  of  this  notice.  Information  in  the  file 
may  be  used  to  provide  reports  in  summary  or  statistical  form  to 
the  Department  of  Defense,  Civil  Service  Commission,  Office  of 
Equal  Employment  Opportunity,  Con^ss  and  those  committees  or 
subcommittees  of  the  Congress  having  jurisdiction  over  matters 
covered  by  individual  reports.  Certain  files  may  be  provided  to  the 
General  Counsel,  Deprutment  of  Defense;  the  Department  of 
Justice,  other  appropriate  governmental  agencies  and  the  judical 
branch  where  litigation  or  anticipated  civil  or  criminal  litigation  is 
involved  or  where  sensitive  national  security  inves^ations  related 
to  protection  of  intelligence  sources  or  methods  are  involved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name,  case,  or  subject  and  within  subject  by 
name. 

Saf^uards:  Secure  limited  access  facilities  and  within  those 
facilities  individual  limited  access  offices.  Files  are  stored  in  locka¬ 
ble  containers  and  are  only  made  available  to  individuals  specifi¬ 
cally  authorized  access  or  required  to  respond  and  individu^s  af¬ 
fected  by  actions  taken  or  complaints  received.  Files  related  to  sen¬ 
sitive  investigations  by  the  Equal  Employment  Opportunity  Office, 
the  Inspector  General  and  General  Counsel  are  additionally  pro¬ 
tected  pursuant  to  appropriate  statutes,  executive  orders  or  regula¬ 
tions  and  attorney-chent  privilege.  In  some  cases  records  are  sealed 
pursuant  to  sensitivity  of  subject  matter  or  specific  court  order. 
Retentioa  and  dispoMi:  Records  are  retained  on-site  indefinitely. 
System  managerfs)  nnd  address:  Director,  NSA. 

Notification  procedure:  Requests  from  individuals  for  notification 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Record  access  procedures:  Requests  from  individuals  for  access 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 


Contesting  record  procedures:  The  NSA/CSS  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  by 
written  request  addressed  to  Information  Officer,  National  Security 
Agency/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories:  Individual  correspondence,  written 
materials  developed  in  response  to  inquiries,  executive  branch  de¬ 
partments  and  agencies,  judicial  branch  elements.  Congress,  Con¬ 
gressional  committees,  individual  Congressmen,  other  government 
and  private  entities  as  appropriate,  and  other  sources  as  appropriate 
and  required. 

Systems  exempted  from  certain  provisioas  of  the  act:  Individual 
records  in  this  file  which  are  classified  are  exempted  pursuant  to 
Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  of  this  title.  In¬ 
dividual  records  in  this  file  which  are  investigatory  material  com¬ 
piled  for  law  enforcement  purposes  are  exempted  pursuant  to  Title 
5,  U.S.C.,  section  552a,  subsection  (k)  (2).  Individual  records  in  this 
file  which  are  required  by  statute  to  be  maintained  and  used  solely 
as  statistical  records  may  be  exempted  pursuant  to  Title  5,  U.S.C. , 
section  552a,  subsection  (k)  (4).  Individual  records  in  this  file  which 
are  investigatory  material  compiled  solely  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  or  qualfications  for  Eederal  civilian 
employment,  military  service.  Federal  contracts,  or  access  to  clas¬ 
sified  information  are  exempted  pursuant  to  Title  5,  U.S.C.,  section 
552a,  subsection  (k)  (5).  In  addition,  certain  records  may  be  subject 
to  specific  provisions  of  Public  Law  86-36,  Public  Law  88-290,  Title 
18  U.S.C.  798,  and  the  attorney-client  privilege. 

GNSA04 

System  name:  NSA/CSS  Cryptologic  Reserve  Mobilization  Designee 
List 

System  location:  Primary  System  -  National  Security  Agen¬ 
cy/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755.  • 

Decentralized  Segments  -  Appropriate  staff  and  line  elements. 

Categories  of  individuals  covered  by  the  system:  Inactive  duty  mili¬ 
tary  reservists  assigned  to  NSA/CSS  mobilization  positions. 

Categories  of  records  in  the  system:  Record  consists  of  a  com¬ 
puter  listing  of  NSA/CSS  reserve  mobilization  requirements. 

Authority  for  maintenance  of  the  system:  Public  Law  86-36  and 
Tide  10,  U  S.  Code. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain' Tables  of 
Distribution  on  mobilization  requirements  by  milit^  service,  mili¬ 
tary  job  code,  billet  title,  number  of  billets,  mobilization  duty  loca¬ 
tion,  training  sponsor,  and  any  special  clearance  requirements  of 
the  billet,  and  to  provide  a  system  of  identifying  mobilization 
designees  with  billets  for  training  assignments. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  listings,  computer  magnetic  tapes,  disks  and 
other  computer  storage  me^. 

Retrievability:  By  name  and  mobilization  designee  requirements. 

Safeguards:  Secure  limited  access  facilities  and  within  those 
facilities  lockable  containers.  Records  are  accessible  only  to 
authorized  personnel. 

Retentioa  and  disposal:  Records  are  permanent.  They  are 
reviewed  annually  for  changes  in  requirements.  Superseded  records 
are  destroyed  when  no  longer  useful  for  reference  purposes. 

System  managerfs)  and  address:  Director,  NSA. 

Notification  procedure:  Requests  from  individuals  for  notification 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Record  access  procedures:  Requests  from  individuals  for  access 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Contesting  record  procedures:  The  NSA/CSS  rules  for  contesting 
contents  and  appeahng  initial  determinations  may  be  obtained  by 
written  request  addressed  to  Information  Officer,  National  Security 
Agency/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories:  Individual's  parent  service. 

Systems  exempted  from  certain  provitions  of  the  act:  Individual 
records  in  this  file  which  are  classified  are  exempted  pursuant  to 
Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to  the  provi¬ 
sions  of  section  552  (b)  (1)  of  this  title;  indii^ual  records  constitut- 
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ing  investigatory  material  compiled  solely  for  the  purpose  of  deter- 
'nuning  suitability  1  eligibility  or  qualifications  for  Federal  civilian 
employment,  miutary  service.  Federal  contracts,  or  access  to  clas- 
sifi^  information  are  exempt  pursuant  to  subsection  (k)  (5).  In  ad¬ 
dition.  certain  records  may  be  subject  to  specific  provisions  of 
Public  Law  86-36.  PubUc  Law  88-290  and  Title  18  U.S.C.  798. 

GNSAOS 

System  name:  NS  A/CSS  Equal  Employment  Opportunity  Data 

System  locatioo:  National  Security  Agency/Central  Security  Ser¬ 
vice.  Ft.  George  G.  Meade.  Md.  20755. 

Categories  of  individuals  covered  by  the  system:  NS  A/CSS  civilian 
personnel  and  personnel  under  contract. 

Categories  of  records  in  the  system:  File  contains  civilian  personal 
data  and  Agency  organizational  data  to  include  job  title,  grade,  date 
of  birth,  training,  date  of  last  promotion,  educational  attainments, 
social  security  account  number,  time  of  service,  personnel  codes, 
organization  assignment. 

Authority  for  maintenance  of  the  system:  Public  Law  92-261. 
Public  Law  93-259.  Public  Law  86-36.  Executive  Order  11478. 
Chapter  713  of  Federal  Personnel  Manual. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  of  this  file  is  to 
insure  compliance  with  cited  authorities  with  respect  to  equal  em¬ 
ployment  opportunities.  Users  of  the  file  are  those  staff,  line,  con¬ 
tract  and  field  officers  and  employees  specifically  authorized  by 
law.  regulation,  delegation  of  responsibility,  and  grant  of  access  by 
the  NS  A  Equal  Employment  Opportunity  Director.  The  file  is  used 
to  compile  those  studies,  research,  statistics  and  reports  necessary 
to  insure  compliance  with  cited  authorities.  Reports,  summaries  and 
statistics  may  be  made  available  to  the  Department  of  Defense.  Of¬ 
fice  of  Equ^  Employment  Opportunity.  Congress.  Civil  Service 
Commission.  Department  of  Justice  and  judicial  branch  elements  as 
nKfuired  by  cited  authorities,  rcouested  pursuant  to  those  authori¬ 
ties  or  ordered  by  specific  judicial  branch  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape,  disk  or  other  computer  storage  media, 
computer  listings,  paper  in  file  folders. 

Retrievability:  By  name,  social  security  account  number,  and 
specific  subject  matter  data  elements. 

Safeguards:  For  paper,  computer  printouts  and  microfilm  - 
Secure  limited  access  facilities,  within  those  facilities  secure  limited 
access  rooms  and  within  those  rooms  lockable  containers.  Access 
to  information  is  limited  to  those  individuals  specifically  authorized 
and  granted  access  by  EEO  Director.  For  machine  records  stored 
on  magnetic  tape,  disk  or  other  computer  storage  media  within  the 
computer  processing  area,  additional  secure  limited  access  facili¬ 
ties,  specific  processing  requests  from  authorized  persons  only, 
specific  authority  to  access  stored  records  and  delivery  to 
authorized  persons  only.  Where  data  elements  are  derived  from  the 
Personnel  System,  remote  terminal  inhibitions  are  in  force  with 
respect  to  access  to  complete  file  or  data  relating  to  persons  not  as¬ 
signed  to  requesting  organization  using  a  remote  terminal.  Remote 
terminals  are  secure,  are  available  to  authorized  persons  only,  and 
certain  password  and  other  identifying  information  available  to 
authorized  users  only  is  required.  Terminals  are  not  available  out¬ 
side  of  headquarters  area  locations. 

Retention  and  disposal:  File  is  routinely  updated  and  old  data 
disposed  of  as  required.  Individual  data  is  subject  to  retention  and 
disposal  requirements  specified  for  records  contained  in  the  Person¬ 
nel  System. 

System  managerfs)  and  address:  Director  of  Equal  Employment 
Opportunity,  National  Security  Agency/Central  Security  Service, 
Ft.  George  G.  Meade,  Md.  20755. 

Notification  procedure:  Requests  from  individuals  for  notification 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Record  access  procedures:  Requests  from  individuals  for  access 
shall  be  in  writmg  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Contesting  record  procedures:  The  NS  A/CSS  rules  for  contesting 
contents  and  appealmg  initial  determinations  may  be  obtained  by 
written  request  addressed  to  Information  Offleer,  National  Security 
Agency/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 


Record  source  categories:  Individuals  themselves,  organizational 
elements.  Personnel  File,  and  other  sources  as  appropriate  and 
required. 

Systems  exempted  from  certain  provisioas  of  the  act:  Individual 
records  and  data  elements  in  this  file  which  are  classified  are  ex¬ 
empted  pursuant  to  Title  5,  U.S.C.,  section  552a.  subsection  (k)  (1) 
subject  to  the  provisions  of  section  552  (b)  (I)  of  this  title.  In¬ 
dividual  records  in  this  file  which  are  investigatory  material  com¬ 
piled  for  law  enforcement  purposes  are  exempted  pursuant  to  Title 
5.  U.S.C. ,  section  552a,  subsection  (k)  (2).  Individual  records  and 
data  elements  in  this  file  which  are  required  by  statute  to  be  main¬ 
tained  and  used  solely  as  statistical  records  are  exempted  pursuant 
to  Title  5.  U.S.C.,  section  552a,  subsection  (k)  (4).  In  addition,  cer¬ 
tain  records  or  data  elements  may  be  subject  to  specific  provisions 
of  Public  Law  86-36,  PubUc  Law  88-290,  Tide  18  U.S.C.  798,  and 
PubUc  Law  92-261 . 

GNSA06 

System  name:  NSA/CSS  Health,  Medical  and  Safety  Files 

System  location:  Primary  System  -  National  Security  Agen¬ 
cy/Central  Security  Service,  Fort  George  G.  Meade,  Md.  20755. 

DecentraUzed  Segments  -  Each  staff,  Une,  contract  and  field  ele¬ 
ment  as  appropriate. 

Categories  of  individuals  covered  by  the  system:  NSA/CSS  civiUan 
employees.  miUtary  assignees,  appUcants.  retirees,  building  conces¬ 
sionaires,  assigned  GSA  employees,  certain  contract  employees, 
visitors  requiring  emergency  treatment,  in  certain  cases  members  of 
employees’  fancies  with  prior  approval  of  the  employee,  blood 
donors,  designated  Health  and  Safety  Officers. 

Categories  of  records  in  the  system:  File  may  consist  of  completed 
medical  questionnaires,  results  of  physical  examinations  and  labora¬ 
tory  tests,  records  of  medical  treatment  and  services,  x-rays, 
notices  of  injury,  forms  and  correspondence  including  exchanges 
with  Department  of  Labor  related  to  injury  aitd  subsequent  claims, 
correspondence  with  personal  physician,  NSA/CSS  Medical  Center 
reports,  safety  reports,  absence  and  attendance  records,  medical 
evaluations,  fitness  for  duty  reports,  ’Log  of  Federal  Occupational 
Injuries  and  lUnesses,’  results  of  psychological  assessment  tesUng 
and  interviews,  psychiatric  examination  results  and  related  reports, 
forms  and  notes,  Usts  of  blood  donors. 

Authority  for  maintenance  of  the  system:  PubUc  Law  86-36,  and 
Federal  Employees  Compensation  Act  of  September  7,  1916,  as 
amended.  Title  5,  U.S.C.  and  Civil  Service  Commission  implemen¬ 
tation  thereof  as  contained  in  Federal  Personnel  Manual.  In  addi¬ 
tion.  the  Comprehensive  Alcohol  Abuse  and  AlcohoUsm  Preven¬ 
tion,  Treatment,  and  RehabiUtation  Act  of  1970,  as  amended  (42 
U.S.C.  4582)  and  subchapter  A  of  Chapter  I,  Title  42,  C.F.R. 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  fitness  for 
hiring,  continued  employment  or  assignment  and  reassignment,  to 
process  accident  and  compensation  claims,  correct  hazardous  con¬ 
ditions,  determine  eligibiUty  for  disabiUty  retirement,  record  names 
of  blood  donors.  When  required,  specific  information  from  these 
files  may  be  made  available  to  the  Department  of  Labor  in  those 
cases  involving  compensation  claims  aind,  with  the  permission  of 
the  individual,  to  other  medical  personnel  or  the  American  Red 
Cross  for  additional  examination,  treatment,  counseUng  or  other 
medical  purpose.  Freedom  of  Information  and  Privacy  Act  authori¬ 
ties  as  appropriate,  and  to  other  governmental  entiUes  as  required 
and  appropriate.  Alcohol  abuse  patient  records  used  in  accordance 
with  cited  statute  and  regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name. 

Safeguards:  Secure,  Umited  access  faciUties  and  within  these 
faciUties  lockable  containers.  Records  are  accessible  only  to 
authorized  personnel. 

Retention  and  disposal:  Medical  files  and  records  on  traumatic  in¬ 
jury  and  occupational  disease  are  transferred  to  official  personnel 
folder  upon  separation;  traumatic  injury  and  occupational  disease 
correspondence  on  civilian  employees  and  retirees  is  retained  in¬ 
definitely.  Applicant  medical  files  are  retained  for  no  more  than 
one  year  or  until  date  designated  to  individual;  files  on  military  as¬ 
signees  are  forwarded  to  parent'  service  upon  reassignment  from 
NSA/CSS;  all  other  mediem  case  files  are  destroyed  upon  termina¬ 
tion  of  association  with  NSA/CSS.  Psychological  files  on  applicants 
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are  retained  for  no  more  than  one  year  or  until  date  designated  to 
individual;  all  other  fSet  are  retained  for  four  years  after  end  of  in¬ 
dividual's  association  with  NSA/CSS.  Decentralized  segments  are 
either  transferred  with  employee  or  assignee,  or  retained  for  a 
period  after  separation  as  appropriate  but  not  to  exceed  three  years 
and  are  then  destroyed.  Alcohol  abuse  patient  records  retained  and 
disposed  of  pursuant  to  cited  statute  and  regulations. 

SysSans  asanagcrfs)  and  address!  Director.  NSA. 

NstMIcarten  procedure:  Requests  from  individuals  for  notification 
shall  be  in  writing  addressed  to  the  Information  Officer,  National 
Security  Agency /Central  Security  Service.  Fort  George  G.  Meade, 
Md.  20735. 

Record  access  procedures:  Requests  from  individuals  for  access 
shall  be  in  writing  addressed  to  Information  Officer.  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade. 
Md.  207SS. 

Coalsatlng  record  proc^nres:  The  NSA/CSS  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  by 
written  request  addressed  to  the  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20733. 

Record  source  categories:  Applicants,  employees,  assignees,  offi¬ 
cial  personnel  folders.  NSA  Safety  Officers  and  records,  witnesses 
to  accidents  and  injuries,  medkM  and  administrative  personnel, 
blood  donor  personnel,  members  of  employee’s  family  with  em¬ 
ployee’s  permission  and  other  sources  as  appropriate  and  required. 

Syateass  exempted  from  certain  provlteBna  ol  the  act:  Individual 
records  in  this  file  which  are  classified  are  exempted  pursuant  to 
Title  3,  U.S.C.,  section  332a.  subsection  (k)  (1)  subject  to  the  provi¬ 
sions  of  section  332  (b)  (1)  of  this  title;  intUvidual  records  constitut¬ 
ing  investigatory  material  compiled  solely  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility  or  qualifications  for  Federal  civilian 
employment,  miUtary  service.  Federal  contracts,  or  access  to  clas¬ 
sified  information  are  exempted  pursuant  to  subsection  (k)  (3);  in¬ 
dividual  records  consisting  of  testing  or  examination  material  used 
solely  to  determine  individual  qualifications  for  appointment  or 
promotion  in  the  Federal  Service  are  exempted  pursuant  to  subsec¬ 
tion  (k)  (6).  Certain  records  may  be  subject  to  specific  provisions  of 
Public  Law  86-36,  Public  Law  88-290  and  Title  18  U.S.C.  798.  In 
addition,  medical,  psychological  and  psychiatric  records  may  be 
subject  to  certain  special  acceu  procedures  established  pursuant  to 
Title  5,  U.S.C.,  section  332a.  sub^tion  (f)  (3). 

CNSA87 

System  name:  NSA/CSS  Motor  Vehicles  and  Carpools 

System  Incatlsn:  Primary  System  -  National  Security  Agen¬ 
cy/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20733. 

Decentralized  Segments  -  Each  non-headquarters  facility  and 
field  element  as  appropriate  and  required. 

Categories  of  IndhrMnals  covered  by  the  system:  NSA/CSS  civilian 
employees,  military  assignees,  other  governmental  employees  or 
personnel  under  contract  grant^  extended  temporary  or  permanent 
access  to  an  NSA/CSS  facility. 

Categories  of  records  la  the  system:  File  may  consist  of  machine- 
readable  or  regular  paper  cards,  carpool  or  other  transportation  sur¬ 
vey  results,  annotated  machine  listings,  post  motor  vehicle  violation 
reports,  stolen  vehicle  reports,  or  other  forms  and  correspondence 
reteted  to  parking  privileges,  transportation  needs,  local  (parking 
lot)  parking  enforcement  procedures,  vehicle  abuse  and  other  re- 
let^  matters  as  appropriate  and  required. 

Authsrlty  lor  malnteaaacc  of  the  system:  Title  40  U.S.C.,  3I8a-b; 
Title  30  U.S.C.  797;  Title  34  C.F.R..  Part  232,  Appendix  B;  and 
Title  41  C.F.R..  Part  101-20.111  et  seq. 

Routine  uses  of  records  malntahted  In  the  system,  including  catego- 
rtes  ol  Mstrs  and  the  purpooes  of  such  uses:  The  purposes  of  this  file 
are  to  provide  data  necessary  to  enforcement  of  parking  lot  regula¬ 
tions,  employee  assistance  with  respect  to  vehicle  abuse  and  stolen 
vehicles,  provide  carpool  assistance,  assure  availability  of  adequate 
transportation  and  parking  facilities  and  other  related  matters.  The 
uses  of  the  file  are  to  verify  vehicle  ownership,  determine  alloca¬ 
tion  of  parking  privileges,  insure  the  maintenance  of  adequate  and 
safe  parking  areas,  develop  statistics  with  respect  to  parking  and 
transportation  requirements,  encourage  formation  of  carpools  or 
other  multiple-user  transportation  arrangements,  provide  a  directory 
of  potential  participants  in  carpools  or  other  multiple-user  transpor¬ 
tation  arrangements  and  other  related  uses  as  appropriate  and 
required.  The  users  of  the  file  are  those  authorized  line,  staff,  con¬ 


tract  and  field  element  officers  and  employees,  any  employee,  as- 
'signee  or  other  individual  working  at  an  NSA/CSS  facility  in¬ 
terested  in  forming  or  joining  a  carpool  or  other  multiple-user  trans¬ 
portation  arrangement,  local  civil  and  military  law  enforcement  per¬ 
sonnel  as  required  and  appropriate.  Statistical  data  or  selected  in¬ 
dividual  data  limited  to  name,  address  and  telephone  number  may 
be  made  available  to  commercial  or  private  transportation  entities 
where  the  individuals  have  indicated  a  desire  to  use  or  join  a  multi¬ 
ple-user  transportation  arrangement,  supervisory  and  other  review¬ 
ing  authorities  in  cases  of  parking  privilege  abuses,  and  other  re¬ 
lated  users  as  required  and  appropriate. 

Policies  and  practices  (or  storhig,  retrlcvlug,  accessiug,  retalulag, 
aad  dispooiag  el  records  In  the  system: , 

Storage:  Paper  records  in  file  folders,  machine-readable  and  other 
cards  in  appropriate  containers,  magnetic  tape,  disk  or  other  com¬ 
puter  storage  media,  computer  btings. 

RetrlevabilRy:  By  name,  motor  vehicle  identifier. 

Safeguards:  For  paper,  cards  and  computer  listings  -  Secure 
limited  access  facilities,  within  those  facilities  secure  limited  access 
rooms  and  within  those  rooms  lockable  containers  as  appropriate. 
Access  is  limited  to  authorized  users.  For  machine  records  stored 
on  magnetic  tape,  disk  or  other  computer  storage  media  within  the 
computer  processing  area,  additional  secure  limited  access  facili¬ 
ties,  specific  processing  requests  from  authorized  persons  only, 
specific  authority  to  access  stored  records  and  delivery  to 
authorized  persons  only. 

Retention  and  disposal:  File  is  routinely  updated  and  old  data 
disposed  of  at  required.  Individual  data  it  subject  to  retention  aad 
disposal  requirements  specified  for  records  contained  in  the  Person¬ 
nel  System. 

System  maaagcr(s)  and  addrem:  Director.  NSA. 

Notlflcatioa  procedure:  Requests  from  individualt  for  notification 
shall  be  in  writing  addressed  to  Information  Officer.  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20733. 

Record  accem  procedures:  Requests  from  individuals  for  access 
shall  be  in  writing  addressed,  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20753. 

Coatestlag  record  procedures:  The  NSA/CSS  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  by 
written  request  addressed  to  Information  Officer,  National  Security 
Agency/Central  Security  Service.  Ft.  George  G.Meade,  Md.  20733. 

Record  source  categories:  Data  provided  by  individualt,  authori¬ 
ties  in  charge  of  parking  facilities,  local  civil  and  military  law  en¬ 
forcement  entities  and  other  related  sources  at  appropriate  and 
required. 

Systems  exempted  trom  certain  provisions  ol  the  act:  Individual 
records  and  data  elements  in  this  file  which  are  classified  may  be 
exempted  pursuant  to  Title  3,  U.S.C.,  section  332a,  subsection  (k) 
(1)  subject  to  the  provisions  of  section  332  (b)  (1)  of  this  title.  In 
addition,  certain  records  or  data  elements  may  be  subject  to 
specific  provisions  of  Public  Law  86-36,  PubUc  Law  88-290.  Title 
18  U.S.C.  798. 

GNSA08 

System  name:  NSA/CSS  Payroll  and  Claims 

System  location:  Primary  System  -  National  Security  Agen¬ 
cy/Central  Security  Service.  Ft.  George  G.  Meade.  Md.  20733. 

Decentralized  Segments  -  Each  staff,  line,  contract  and  field  ele¬ 
ment  as  appropriate. 

Categories  of  individuals  covered  by  the  system:  NSA/CSS  civilian 
employees  and  applicants,  military  assignees,  contractors,  reem¬ 
ployed  annuitants,  personnel  under  contract. 

Categories  ol  records  in  the  system:  File  may  consist  of  records 
on  time  and  attendance;  overtime;  shift  and  holiday  work;  absent 
without  leave  reports;  payroll  deductions,  allotments  and  al¬ 
lowances;  requests  for  leave;  payments  for  travel  performed  in 
connection  with  permanent  change  of  station,  temporary  duty,  in¬ 
vitations,  interviews,  pre-employment  interviews  and  initial  entry 
on  duty.  Also  included  are  Pay  Adjustment  Authorizations  (DD 
Form  139)  and  Case  Collection  Vouchers  (DD  Form  1131)  and.  in 
connection  with  pay  claims,  waivers,  requests  for  waivers,  docu¬ 
ments.  correspondence,  background  data,  recommendations  and 
decisions. 
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Atttboritjr  for  oialatcBucc  of  tbc  aystem:  Public  Law  86-36;  sec¬ 
tion  113  of  the  Budget  and  Accounting  Procedures  Act  of  1950,  as 
amended;  31  U.S.  Code  66a.  Titles  2,  4,  S.  6  and  37;  GAO  Manual; 
the  Federal  Claims  Collection  Act  of  1966;  31  U.S.  Code  951-953, 
50  U.S.  Code  Appendix  2160. 

Roattac  uses  of  records  maiataiaed  la  the  systeai,  lacladtag  catego¬ 
ries  of  asers  aad  the  parposes  of  sach  ases:  To  maintain  effective 
control  over  and  accountability  for  all  fuhds;  to  provide  accounting 
data  to  support  the  NSA/CSS  budget  request  and  control  the  ex¬ 
ecution  of  the  budget;  provide  financial  information  required  by  the 
Office  of  Management  and  Budget;  provide  financial  information 
for  NSA/CSS  management  purposes;  provide  for  the  input  of  per¬ 
manent  change  data  and  the  output  of  such  data  as  Leave  Without 
Pay,  reconciliation  of  files,  periodic  step  increases,  mass  pay 
changes  and  changes  in  leave  categories;  investigate,  review, 
discuss  and  recommend  and  implement  decisions  on  pay  claims 
waivers.  When  required,  specific  information  from  this  file  may  be 
made  available  to  other  governmental  entities  in  connection  with 
Social  Security  deductions,  unemployment  compensation  claims, 
job-related  injury  and  death  benefits,  tax  audit  and  collections,  and 
other  related  claims  or  actions. 

PollcWt  and  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  disposiag  of  records  ia  the  system: 

Storage:  Paper  records  in  file  folders;  file  cards;  computer  paper 
printouts;  machine-readable  cards;  computer  magnetic  tapes,  disks ^ 
and  other  computer  storage  media. 

Retrievabllhy:  By  name,  social  security  account  number. 

Safegnards:  For  paper,  computer  printouts  and  microfilm  - 
Secure  limited  access  facilities,  within  those  facilities  secure  limited 
access  rooms  and  within  those  rooms  lockable  containers.  Access 
to  information  it  limited  to  authorized  individuals.  For  machine 
records  stored  on  magnetic  tape,  disk  or  other  computer  storage 
media  within  the  computer  processing  area,  additional  secure 
limited  access  facilities,  specific  processing  requests  from 
authorized  persons  only,  specific  authority  to  access  stored  records 
and  delivery  to  authorized  persons  only.  Remote  terminals  are 
secured,  are  available  to  authorized  persons  only,  and  certain  pass¬ 
word  and  other  identifying  information  available  to  authorized 
users  only  is  required.  Terminals  are  not  available  outside  of 
headquarters  area  locations. 

Reteatloa  aad  disposal:  Records  are  reviewed  annually  and  retired 
or  destroyed  as  appropriate.  Permanent  records  are  retired  to  the 
St.  Louis  Federal  Records  Center  after  completion  of  audit.  Com¬ 
puter  records  are  purged  and  updated  consistent  with  these  reten¬ 
tion  policies. 

System  manager(s)  and  address:  Director,  NS  A. 

NoUfIcatloB  procedure:  Requests  from  individuals  for  notification 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade. 
Md.  20755. 

Record  access  procedures:  Requests  from  individuals  for  access 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service.  Ft.  George  G.  Meade, 
Md.  20755. 

CoutcstlBg  record  procedures:  The  NSA/CSS  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  by 
written  request  addressed  to  Information  Officer,  National  Security 
Agency/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories:  Forms,  cards,  requests  and  other  docu¬ 
mentation  submitted  by  individual,  supervisors,  claims  officers. 
Personnel  File  data.  Time,  Attendance  and  Access  File  data,  and 
other  sources  as  appropriate  and  required. 

Systems  exempted  from  certain  provblons  of  the  act:  Individual 
records  in  this  file  which  are  classified  are  exempted  pursuant  to 
Title  5,  U.S.C.,  section  552a» subsection  (k)  (1)  subject  to  the  provi¬ 
sions  of  section  552  (b)  (I)  of  this  title.  Individual  records  in  this 
file  which  are  investigatory  material  compiled  for  law  enforcement 
purposes  are  exempted  pursuant  to  Title  5.  U.S.C.,  section  552a, 
subsection  (k)  (2).  In  addition,  certain  records  may  be  subject  to 
specific  provisions  of  Public  Law  86-36,  Public  Law  88-290  and 
Tide  18  U.S.C.  798. 

GNSA09 

System  name:  NSA/CSS  Personnel  File 

System  locatioa:  Primary  System  -  National  Security  Agen¬ 
cy/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Decentralized  Segments  -  Each  staff,  line,  contract  and  field  ele¬ 
ment  and  supervisor  as  authorized  and  appropriate. 


Categories  of  ladividuals  covered  by  the  system:  Civilian  em¬ 
ployees,  personnel  under  contract,  military  assignees,  dependents 
of  NSA/CSS  personnel  assigned  to  field  elements,  individuals  in¬ 
tegrated  into  the  cryptologic  career  development  program,  custodial 
and  commercial  services  personnel. 

Categories  of  records  la  the  system:  File  contains  personnel  papers 
and  forms  including  but  not  limited  to  applications,  transcripts,  cor¬ 
respondence,  notices  of  personnel  action,  performance  appraisals, 
personal  summaries,  professionalization  documentation  and  cor¬ 
respondence,  training  forms,  temporary  duty,  letters  of  reprimand, 
employee  record  card,  special  assignment  documentation,  letters  of 
commendation,  promotion  documentation,  field  assignment 
preference,  requests  for  transfers,  permanent  change  of  station, 
passport,  transportation,  official  orders,  awards,  suggestions,  pic¬ 
tures,  complaints,  separation,  retirement,  time  utilization,  scholar¬ 
ship/fellowship  or  other  school  appointments,  military  service, 
reserve  status,  military  check  in/out  sheets,  military  orders,  securi¬ 
ty  appraisal,  career  battery  and  other  test  results,  language  capabili¬ 
ty,  miUtary  personnel  utilization  survey,  work  experience,  notes 
and  memoranda  on  individual  aspects  of  performance,  productivity 
and  suitability,  information  on  individual  eligibility  to  serve  on  vari¬ 
ous  boards  and  committees,  emergency  loan  records,  other  infor¬ 
mation  relevant  to  personnel  management,  housing  information 
where  required. 

Authority  for  malntenanre  of  the  system:  Public  Law  86-36,  Title  5 
U.S.C.  and  implementing  Civil  Service  Commission  regulations  in 
the  Federal  Personnel  Manual,  10  U.S.  Code  1124,  44  U.S.  Code 
3101,  34  C.F.R.  232,  Appendix  B,  41  C.F.R.  101-20.111,  and  Execu¬ 
tive  Order  11222. 

Roatiac  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purposes  of  this  file 
are  to  support  the  personnel  management  program;  personnel  train¬ 
ing  and  career  development;  personnel  planning;  staffing  and  coun¬ 
seling;  administration  and  personnel  supervision;  workforce  study 
and  analysis;  manpower  requirements  studies;  emergency  loan  pro¬ 
gram;  and  training  curricula  planning  and  research.  The  uses  of  the 
file  are  to  implement  the  purposes  cited  and  provide  management  at 
all  levels  with  the  documentation  and  tools  necessary  for  effective 
personnel  management  and  supervision.  Information  may  also  be 
used  to  verify  present  or  former  NSA/CSS  employment  to  gaining 
employers  or  to  financial  institutions  when  individual  has  applied 
for  credit.  The  users  are  those  staff,  line,  contract  and  field  of¬ 
ficers,  employees,  and  assignees  authorized  to  maintain  or  have  ac¬ 
cess  to  personnel  data  or  some  decentralized  segment  thereof.  In 
addition,  officers  and  employees  of  elements  engaged  in  security 
and  training.  Freedom  of  Information  or  Privacy  Act  actions.  In¬ 
spector  General,  General  Counsel,  Equal  Employment  Opportunity, 
audit  or  review,  medical  and  psychological  or  other  appropriate 
functions  may  be  authorized  access  as  required  in  the  performance 
of  their  duties.  Individual  files  or  portions  thereof  may  be  made 
available  to  hearing  examiners,  the  judicial  branch,  the  Civil  Ser¬ 
vice  Commission,  the  Department  of  Defense  or  other  gaining 
government  organization  as  required  and  appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  file  cards,  machine-reada¬ 
ble  cards,  computer  printouts,  computer  magnetic  tapes,  disks  and 
other  computer  storage  media,  and  microfilm. 

Rctrievability:  By  name,  social  security  account  number  and 
other  items  of  relevant  information. 

Safeguards:  For  paper,  computer  printouts  and  microfilm  - 
Secure  limited  access  facilities,  within  those  facilities  secure  limited 
access  rooms  and  within  those  rooms  lockable  containers.  Access 
to  information  is  limited  to  those  individuals  authorized  and  respon¬ 
sible  for  personnel  management  or  supervision.  For  records  stored 
on  magnetic  tape,  disk  or  other  computer  storage  media  within  the 
computer  processing  area,  additional  secure  limited  access  facili¬ 
ties,  specific  processing  requests  from  authorized  persons  only, 
specific  authority  to  access  stored  records  and  delivery  to 
authorized  persons  only.  Where  data  elements  are  derived  from  the 
Personnel  File,  remote  terminal  inhibitions  are  in  force  with  respect 
to  access  to  complete  file  or  data  relating  to  persons  not  assigned 
to  requesting  organization  using  a  remote  terminal.  Remote  ter¬ 
minals  are  secured,  are  available  to  authorized  persons  only,  and 
certain  password  and  other  identifying  information  available  to 
authorized  users  only  is  required.  Terminals  are  not  available  out¬ 
side  of  headquarters  area  locations. 
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RctcBtkM  and  disposal:  Primary  System  -  those  forms,  notices, 
reports  and  memoranda  considered  to  be  of  permanent  value  or 
required  by  law  or  regulation  to  be  preserved  are  retained  for  the 
period  of  employment  or  assignment  and  then  forwarded  to  the 
gaining  organization  or  retained  indefinitely.  If  the  action  is  separa¬ 
tion  or  retirement,  these  items  are  forwarded  to  the  Civil  Service 
Commission  or  retired  to  the  Federal  Records  Center  at  St.  Louis 
as  appropriate.  Those  items  considered  to  be  relevant  for  a  tempo¬ 
rary  period  only  are  retained  for  that  period  and  either  transferred 
with  the  employee  or  assignee  or  destroyed  either  when  they  are  no 
loi^r  relevant  or  at  time  of  separation  or  retirement  Compu¬ 
terized  portion  is  purged  and  updated  as  appropriate.  Personnel 
summary,  training,  testing  and  past  activity  segments  retained  per¬ 
manently.  All  other  portions  deleted  at  end  of  tenure. 

Decentralized  System  -  Files  are  transferred  to  gaining  organiza¬ 
tion  or  destroyed  upon  separation  as  appropriate.  Computer  listings 
of  personnel  assign^  to  an  organization  are  destroyed  upon  receipt 
of  updated  listings. 

System  managerfs)  and  address;  Director,  NS  A. 

Notifkation  procedure:  Requests  from  individuals  for  notification 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Record  access  procedures:  Requests  from  individuals  for  access 
shall  be  in  writing  addressed  to  Information  Officer,  National 
5>ecurity  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  “20755. 

Coatestiag  record  procedures:  The  NSA/CSS  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  by 
written  request  addressed  to  Information  Officer,  National  Security 
Ageocy/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories:  Forms  used  to  collect  and  process  in¬ 
dividual  for  employment,  access  or  assignment,  forms  and 
memoranda  used  to  request  personnel  actions,  training,  awards, 
professionalization,  transfers,  promotion,  organization  and  super¬ 
visor  reports  and  requests,  educational  institutions,  references. 
Civil  Service  Commission  and  other  governmental  entities  as  ap¬ 
propriate,  and  other  sources  as  appropriate  and  required. 

'  Systenu  exemp^  from  certain  provisioas  of  the  act:  Individual 
records  in  this  file  which  are  classified  are  exempted  pursuant  to 
Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to  the  provi¬ 
sions  of  section  552  (b)  (I)  of  this  title;  individual  records  constitut¬ 
ing  investigatory  material  compiled  solely  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility  or  qualifications  for  Federal  civilian 
employment,  military  service.  Federal  contracts,  or  access  to  clas¬ 
sified  information  are  exempted  pursuant  to  subsection  (k)  (5);  in¬ 
dividual  records  consisting  of  testing  or  examination  material  used 
solely  to  determine  individual  qualifications  for  appointment  or 
promotion  in  the  Federal  Service  are  exempted  pursuant  to  subsec¬ 
tion  (k)  (6).  In  addition,  certain  records  naay  be  subject  to  specific 
provisions  of  Public  Law  86-36,  Public  Law  88-290  and  Title  18 
U.S.C.  798. 
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System  nunc:  NSA/CSS  Personnel  Security  File 

System  location:  Primary  System  -  National  Security  Agen¬ 
cy/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Decentralized  Segments  -  Each  staff,  line,  contract  and  field  ele¬ 
ment  as  appropriate. 

Categories  of  individuals  covered  by  the  system:  .Applicants  for 
employment  with  NSA/CSS;  civilian  employees;  personnel  under 
contract;  military  assignees,  members  of  advisory  groups;  con¬ 
sultants;  experts;  other  military  personnel,  federal  employees,  em¬ 
ployees  of  contractors,  and  employees  of  services  and  other  in¬ 
dividuals  who  require  access  to  NSA/CSS  facilities  or  information. 

Categories  of  records  in  the  system:  File  Folder  -  Photograph,  fin¬ 
gerprint  data,  statement  of  personal  history,  agreements  with 
respect  to  specific  security  processing  procedures,  security 
processing  forms  and  records,  investigative  reports,  incident  and 
complaint  reports,  unsolicited  information  when  relevant,  reports 
by  domestic  law  enforcement  agencies  when  relevant,  clearance 
data,  access  authorization,  foreign  travel  data,  security  secrecy 
agreements,  separation  and  retirement  data  and  other  information 
as  required  and  relevant.  Computer  File  -  contains  data  elements 
representing  a  summary  and  index  of  the  file  folder  data  to  include 
personal  identifying  data,  relevant  security  processing  data, 
clearance  and  access  data,  separation  and  retirement  data. 


Authority  for  maintenance  of  the  system:  Public  Law  88-290, 
Public  Law  86-36,  Title  18  U.S.C.  798.  Title  50  U.S.C.  403  (d)  (3). 
Executive  Orders  10450,  10865  and  11652. 

Routine  uses  of  records  maintained  in  the  system,  including  calo¬ 
ries  of  users  and  the  purposes  of  such  uses:  I^rpose  of  this  file  is  to 
insure  compliance  with  cited  authorities.  Users  of  this  file  and  its 
segments  are  limited  to  properly  authorized  staff,  line,  contract  and 
field  element  officers,  employees  or  assignees.  The  file  is  used  to 
carry  out  the  purpose  cited  and  in  determinations  with  respect  to 
employment,  access,  assignment  and  reassignment,  assignment  to  a 
board  of  appraisal  or  management  promotion,  foreign  official  and 
unofficial  travel,  and  other  personnel  actions  where  security 
represents  a  relevant  and  vahd  element  of  the  determination.  In  ad¬ 
dition,  files  or  portions  thereof  may  be  made  available  to  the 
Defense  Investigative  Service,  military  investigative  services,  other 
appropriate  entities.  Department  of  Justice,  governmental  elements 
involved  in  National  Agency  checks,  members  and  staff  of  the 
Defense  Investigative  Review  Council  as  appropriate  with  their  in¬ 
spection  authorities.  Department  of  Defense  General  Counsel  and 
Director  of  Central  Intelligence  and  his  General  Counsel  in  the 
event  of  litigation  or  anticipated  litigation  with  respect  to 
unauthorized  disclosures  of  classified  intelligence  or  intelligence 
sources  and  methods  and  related  court  actions,  other  government 
agencies  and  private  contractors  requiring  clearance  status  informa¬ 
tion  and  authorized  to  receive  same,  ju^cial  branch  elements  pur¬ 
suant  to  specific  court  orders  or  with  respect  to  litigation,  elements 
of  the  Department  of  Defense  involved  in  administration  of  the  In¬ 
dustrial  Security  Program,  the  Civil  Service  Commission  as 
required,  and  public  law  enforcement  authorities  when  a  specific 
breach  of  criminal  statutes  is  involved. 

Polkicji  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape,  disk  or  other  computer  storage  media, 
computer  paper  printouts,  paper  in  file  folders,  microfilm. 
Retrievability:  By  name  or  unique  number  assigned  individual. 
Safeguards:  For  paper,  computer  printouts  and  microfilm  - 
Secure  limited  access  facilities,  within  those  facilities  lockable  con¬ 
tainers.  Access  to  information  is  limited  to  authorized  individuals. 
For  machine  records  stored  on  magnetic  tape,  disk  or  other  com¬ 
puter  storage  media  within  the  computer  processing  area,  additional 
secure  limited  access  facilities,  specific  processing  requests  from 
authorized  persons  only,  specific  authority  to  access  stored  records 
and  delivery  to  authorized  persons  only.  Remote  terminals  are 
secured,  are  available  to  authorized  persons  only,  and  certain  pass¬ 
word  and  other  identifying  information  available  to  authorized 
users  only  is  required.  Terminals  are  not  available  outside  of 
specific  security  offices  at  headquarters  area  locations. 

Retention  and  disposal:  Primary  System  -  Files  on  individuals  as¬ 
signed,  employed,  or  granted  access  to  NSA/CSS  information  or 
facilities  -  retained  for  a  minimum  of  30  years  after  last  security  ac¬ 
tion  reflected  in  the  file,  then  destroyed.  Files  initiated  on  in¬ 
dividuals  requesting  employment,  assignment  or  access  but  never 
completed  due  to  non-employment,  non-assignment  or  withdrawal 
or  denial  of  grant  of  access  are  destroyed  within  one  year.  Com¬ 
puter  records  are  purged  and  updated  consistent  with  these  reten¬ 
tion  policies. 

System  managerfs)  and  address:  Director,  NSA. 

Notification  procedure:  Requests  from  individuals  for  notification 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency /Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Record  access  procedures:  Requests  from  individuals  for  access 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency /Central  Security  Service,  Ft  George  G.  Meade, 
Md.  20755. 

Contesting  record  procedures:  The  NSA/CSS  rules  for  contesting 
contents  and  appeahng  initial  determinations  may  be  obtained  by 
written  request  addressed  to  Information  Officer,  National  Security 
Agency/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories:  Data  provided  by  individual  during  em¬ 
ployment  and  security  processing,  data  provided  by  investigative 
service  processing  individual’s  background  investigation,  data  pro¬ 
vided  by  references,  educational  institutions  and  other  sources 
named  by  individual  or  developed  during  background  investigation, 
unsolicited  data  from  any  source  where  relevant,  data  provided  by 
Civil  Service  Commission  and  other  agencies,  departments  and 
governmental  elements  involved  in  the  conduct  of  National  Agency 
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checks,  the  Federal  Bureau  of  Investigation,  data  developed  by  ap¬ 
propriate  governmental  elements  in  the  course  of  a  national  securi¬ 
ty  investigation  or  investigation  into  alleged  violations  of  criminal 
statutes  related  to  unauthorized  disclosures  of  intelligence  or  pro¬ 
tection  of  intelligence  sources  and  methods,  documents  furnished 
by  agency  element  sponsoring  individual  for  access  to  specific  clas¬ 
sified  information. 

Systems  exempted  from  certain  provisions  of  the  act:  Individual 
records  in  this  file  which  are  classified  are  exempted  pursuant  to 
Title  S,  U.S.C.,  section  SS2a,  subsection  (k)  (I)  subject  to  the  provi¬ 
sions  of  section  SS2(b)  (I)  of  this  title;  individual  records  constitut¬ 
ing  investigatory  material  compiled  for  law  enforcement  purposes 
other  than  material  within  the  scope  of  subsection  (j)  (2)  of  section 
S52a  are  exempted  pursuant  to  subsection  (k)  (2);  individual  records 
constituting  investigatory  material  compiled  solely  for  the  purpose 
of  determining  suitability,  eligibility  or  qualifications  for  Federal 
civilian  employment,  military  service.  Federal  contracts,  or  access 
to  classified  information  are  exempted  pursuant  to  subsection  (k) 
(S).  In  addition,  certain  records  may  be  subject  to  specific  provi¬ 
sions  of  PubUc  Law  86-36,  Public  Law  88-290  and  Title  18  U.S.C. 
798. 
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System  name:  NS  A/CSS  Time,  Attendance  and  Absence 

System  location:  Primary  System  -  National  Security  Agen¬ 
cy/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Decentralized  Segments  -  Each  staff,  line,  contract,  and  field  ele-. 
ment  as  authorized  and  appropriate. 

Categories  of  individuals  covered  by  the  system:  NSA/CSS  civilian 
employees,  personnel  under  contract  and  military  assignees. 

Categories  of  records  in  the  system:  File  contains  request  forms, 
time  cards,  authorization  forms,  notifications,  locator  cards  and 
other  correspondence  or  revisions  thereof  related  to  actions  con¬ 
cerning  time,  attendance,  absence,  annual  leave,  sick  leave,  leave 
without  pay,  advance  leave,  administrative  leave,  exemplary  use  of 
leave,  unauthorized  leave  and  absences  and  other  related  matters. 

Authority  for  mainten^ce  of  the  system:  Public  Law  86-36,  Public 
Law  88-290,  section  113  of  the  Budget  and  Accounting  Procedures 
Act  of  1950,  as  amended,  31  U.S.C.  66a. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  these 
files  is  to  provide  a  means  of  accounting  for  all  time,  attendances 
and  absences  of  NSA/CSS  civilian  employees,  contract  employees 
and  military  assignees.  The  users  of  these  files  are  those  staff,  line, 
contract  and  field  officers,  employees,  and  assignees  authorized  to 
account  for  or  investigate  employee  time,  attendance  and  absence. 
The  files  may  be  used  to  make  performance,  payroll,  personnel  and 
security  determinations.  Where  required,  specific  information  from 
these  files  may  be  made  available  to  appropriate  investigatory 
authorities  engaged  in  national  security  or  criminal  investigations, 
hearing  examiners  and  other  authorized  individuals  with  respect  to 
grievances  or  adverse  actions,  and  to  those  agencies  identified  in 
the  NSA/CSS  System  of  Records  named  ’Payroll  and  Claims’  as 
necessary  to  document  payroll  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  file  cards,  machine-reada¬ 
ble  cards,  computer  printouts,  computer  magnetic  tapes,  disks  and 
other  computer  storage  media,  and  microfilm. 

Retrievability:  May  be  retrieved  by  name  and  in  some  cases  so¬ 
cial  security  account  number. 

Safeguards:  For  paper,  cards,  printouts  and  microfilm  -  Secure 
limited-access  facilities  and  witl^  those  facilities  lockable  con¬ 
tainers  as  appropriate.  Access  by  authorized  individuals  only.  Cur¬ 
rent  time  cards  are  not  secur^  vrith  respect  to  individual  em¬ 
ployees  within  immediate  working  element.  For  machine-  readable 
cards,  computer  magnetic  tapes  and  disks  and  other  computer 
storage  media  within  the  computer  processing  area  additional 
secure  limited-  access  facilities,  specific  prooessing  requests  from 
authorized  persons  only,  specific  authority  to  access  stored  cards, 
tapes  or  dislt  files. 

Rctendoo  and  dispoeal:  Primary  System  -  Records  are  reviewed 
annually  and  retir^  or  destroyed  as  appropriate.  Permanent 
records  are  retired  to  the  St.  Louis  Federal  Records  Center  after 
completion  of  audit.  Computer  records  are  purged  and  updated  con¬ 
sistent  with  these  retention  policies. 


Decentralized  Segments  -  Records  are  temporary,  are  retained 
for  the  period  the  individual  is  assigned  to  an  element,  or  disposed 
of  as  appropriate.  Time  cards  and  other  appropriate  forms  for  pay 
and  leave  purposes  are  forwarded  each  pay  period  to  the  payroll 
office. 

System  manager(s)  and  address:  Director,  NSA. 

Notifkatioa  procedure:  Requests  from  individuals  for  notification 
.shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Record  access  procedures:  Requests  from  individuals  for  access 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Contesting  record  procedures:  The  NSA/CSS  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  by 
written  request  addressed  to  Information  Officer,  National  Security 
Agency/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories:  Time  cards,  request  forms  and  related 
correspondeiKe  from  individual  employees  and  assignees, 
authorizations  and  notifications  from  authorizing  officers,  cor¬ 
respondence  from  supervisory  personnel  and  investigating  officers 
with  respect  to  abuses  of  leave  and  attendance  or  unauthorized 
leave  and  absences,  other  records  or  reports  related  to  either  exem¬ 
plary  use  of  leave  or  abusive  use  of  leave,  and  other  sources  as  ap¬ 
propriate  and  required. 

Systems  exempted  from  certain  provisions  of  the  act:  Individual 
records  in  this  file  which  are  classified  are  exempted  pursuant  to 
Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to  the  provi¬ 
sions  of  section  552  (b)  (1)  of  this  title.  In  addition  certain  records 
may  be  subject  to  specific  provisions  of  Public  Law  86-36,  Pubbe 
Law  88-290  and  Title  18  U.S.C.  798. 
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System  name:  NSA/CSS  Training 

System  location:  Primary  System-National  Security  Agen¬ 
cy/Central  Security  Service,  Ft.  Ckorge  G.  Meade,  Md.  20755. 

Decentrabzed  Segments-Each  staff,  bne,  contract  and  field  ele¬ 
ment  as  authorized  and  appropriate. 

Categories  of  individuals  covered  by  the  system:  NSA/CSS  em¬ 
ployees,  persoiuiel  under  contract,  mibtary  assignees  and  other 
government  employees,  designees  and  mibtary  personnel  as 
required  and  appropriate  who  attend  courses  or  receive  training  by 
or  under  NSA/CSS  sponsorship. 

Categories  of  records  in  the  system:  File  contains  forms,  cor¬ 
respondence,  memoranda,  student  and  instructor  surveys,  requests 
and  other  information  related  to  testing  and  training;  tests  and  test 
results;  test  grades,  course  grades  and  other  student  and  instructor 
evaluations;  course  and  class  rosters,  rosters  of  individuals  by  spe¬ 
cialty;  attendance  and  time  utibzation  reports  for  students  and  in¬ 
structors;  biographical  sketches  where  required  and  appropriate; 
course  and  training  histories;  other  course  research  and  evaluation 
data;  student  discipbnary  actions  and  complaints;  waiver  requests 
and  responses;  selected  personal  data  including  education  level  and 
scholastic  achievements;  course  and  training  cost  data  where  ap¬ 
propriate;  reimbursement  and  service  agreements  where  ap¬ 
propriate;  and  other  records  related  to  civiliw  and  mibtary  training 
as  required  and  appropriate. 

Authority  for  malntenaiicc  of  the  system:  Title  5  U.S.C.  Chapter 
41,  Executive  Order  11348,  Civil  Service  Commission  implementing 
directives  as  contained  in  the  Federal  Personnel  Manual,  Pubbe 
Law  86-36. 

Routine  uses  of  records  maintained  in  the  system,  including  catMo- 
ries  of  users  and  the  purposes  of  such  uses:  llie  purposes  of  this  file 
are  to  provide  documentation  conceniing  mdividual  training, 
develop  training  requirements,  refine  tnuning  methods  and 
techniques,  provide  iiubvidual  career  and  training  counsebng.  The 
users  of  this  file  are  those  staff,  bne,  contract  and  field  officers, 
employees  and  assignees  as  authorized  and  appropriate.  In  addition, 
portions  of  these  fUes  are  incorporated  in  the  Personnel  File,  are 
made  available  to  mana^ment  and  supervisory  personnel  and  to 
other  governmental  entities  as  r^uired  and  appropriate.  The  file  is 
used  to  carry  out  the  purposes  cited  above,  perform  certain  statisti¬ 
cal  analyses  related  to  training  and  reports  concerning  training,  and 
may  be  used  to  assist  in  the  evaluation  of  an  in^vidual’s  per¬ 
formance,  readiness  for  promotion,  potential  for  career  develop¬ 
ment,  assignments  requiring  special  qualifications  and  other  actions 
as  appropriate. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  card  files,  binders,  com¬ 
puter  punch  cards,  computer  listings,  computer  magnetic  tapes, 
disks  and  other  computer  storage  media,  microfilm. 

Retrievability:  By  name. 

Safeguards:  For  paper,  computer  printouts  and  microfilm  - 
Secure  Umited  access  facilities,  within  those  facilities  secure  limited 
access  rooms  and  within  those  rooms  lockable  containers  as  ap¬ 
propriate.  Access  to  information  is  limited  to  authorized  individuals 
only.  For  machine  records  stored  on  magnetic  tape,  disk  or  other 
computer  storage  media  within  the  computer  processing  area,  addi¬ 
tional  secure  limited  access  facilities,  specific  processing  requests 
from  authorized  persons  only,  specific  authority  to  access  stored 
records  and  delivery  to  authorized  persons  only.  Where  data  ele¬ 
ments  are  derived  from  the  Personnel  System,  remote  terminal  in¬ 
hibitions  are  in  force  with  respect  to  access  to  complete  file  or  data 
relating  to  persons  not  assigned  to  requesting  organization  using  a 
remote  terminal.  Remote  terminals  are  secured,  available  to 
authorized  persons  only,  and  certain  password  and  other  identifying 
information  available  to  authorized  users  only  is  required.  Ter¬ 
minals  are  not  available  outside  of  headquarters  area  locations. 

Retention  and  disposal:  Primary  System  •  Records  are  reviewed 
annually  and  retained  or  destroyed  as  appropriate.  Copies  of  items 
of  significance  with  res{^ct  to  the  individual  are  included  in  the 
Personnel  File  and  retention  is  in  accordance  with  the  retention  pol¬ 
icies  for  that  system.  Items  used  as  the  basis  of  statistical  studies 
or  other  research  efforts  may  be  retained  indefinitely.  Computer 
listings  and  records  are  purged  and  updated  as  required  and  ap¬ 
propriate.  Decentralized  System  -  Record^  are  reviewed  annually 
and  retained  or  destroyed  as  appropriate.  Individual's  file  may  be 
transferred  to  gaining  organization  if  appropriate.  Computer  listings 
and  records  are  purged  and  updated  as  required  and  appropriate. 

System  manager(s)  and  address:  Director,  NSA. 

Notification  procedure:  Requests  from  individuals  for  notification 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Record  access  procedures:  Requests  from  individuals  for  access  ' 
shall  be  in  writing  addressed  to  Information  Officer,  National 
Security  Agency/Central  Security  Service,  Ft.  George  G.  Meade, 
Md.  20755. 

Contesting  record  procedures:  The  NS  A/CSS  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  by 
written  request  addressed  to  Information  Officer,  National  Security 
Agency/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories:  Individual,  supervisors,  training  coun¬ 
selors,  instructors  and  other  training  personnel;  other  governmental 
entities  nominating  individuals  for  training;  other  training  and  edu¬ 
cational  institutions;  Personnel  File,  and  other  sources  as  required 
and  appropriate. 

Systems  exempted  from  certain  provisions  of  the  act:  Individual 
records  in  this  file  which  are  classfied  are  exempted  pursuant  to 
Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to  the  provi¬ 
sions  of  section  552(b)  (1)  of  this  title;  individual  records  constitut¬ 
ing  investigatory  material  compiled  solely  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility  or  qualificatons  for  Federal  civilian 
employment,  military  service.  Federal  contracts,  or  access  to  clas¬ 
sified  information  are  exempted  pursuant  to  subsection  (k)  (5);  in¬ 
dividual  records  consisting  of  testing  or  examination  material  used 
solely  to  determine  individual  quaMications  for  appointment  or 
promotion  in  the  Federal  Service  are  exempted  pursuant  to  Subsec¬ 
tion  (k)  (6).  In  addition,  certain  records  may  be  subject  to  specific 
provisions  of  Public  Law  86-36,  Public  Law  88-290  and  Title  18 
U.S.C.  798. 


DEFENSE  NUCLEAR  AGENCY 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identi¬ 
fier.  It  is  therefore  especially  im|>oftant  for  expeditious  service 
when  requesting  a  record  that  particular  attention  be  provided  to 


the  Notification  and/or  Access  Procedures  of  the  particular  record 
system  involved  so  as  to  furnish  the  required  personal  identifiers, 
or  any  other  pertinent  personal  information  as  may  be  required,  to 
locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  'routine  uses'  of  the  records  have  been 
established,  that  are  applicable  to  every  record  system  maintained 
within  the  Department  of  Defense,  unless  specifically  stated  other¬ 
wise  within  a  particular  record  system.  These  additional  blanket 
routine  uses  of  the  records  are  published  below,  only  once  in  the 
interest  of  simplicity,  economy  and  to  avoid  redundancy,  before 
the  individual  record  system  notices  begin  rather  than  repeating 
them  in  every  individual  record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a'federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessary  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency's 
decision  on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  made  to  a  congressional  office  from  the  record  of 
an  individual  in  response  to  an  inqu^  from  the  congressional  of¬ 
fice  made  at  the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975, 
will  be  disclosed  to  the  Office  of  Management  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  A-19  at  any  stage  of  the  legislative  coordination  and 
clearaiKe  process  as  set  forth  in  that  Circidar. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Com¬ 
ponent  may  be  disclos^  to  foreign  law  ertforcement,  security,  in¬ 
vestigatory.  or  administrative  authorities  in  order  to  comply  with 
requirements  imposed  by,  or  to  claim  rights  conferred  in  interna¬ 
tional  agreements  and  arrangements  including  those  regulating  the 
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stationing  and  status  in  foreign  countries  of  Department  of  Defense 
military  and  civilian  personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  S,  U.S.Code,  Sections  SSI6,  SSI7.  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  em¬ 
ployee  or  military  member  is  or  was  subject  to  tax  regardless  of 
whether  tax  is  or  was  withheld.  This  routine  use  is  in  accordance 
with  Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  U.S.  CIVIL 
SERVICE  COMMISSION 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act 
and  maintained  by  this  component  may  be  disclosed  to  the  Civil 
Service  Commission  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessa¬ 
ry  for  the  Commission  to  carry  out  its  legally  authorized  Govern¬ 
ment-wide  personnel  management  functions  and  studies. 

ROUTINE  USE  -  DISCLOSURE  OF  INFORMATION 
TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  disclosed  as  a  routine  use  to  the  National  Archives 
and  Records  Service  of  the  General  Services  Administration  in 
records  management  inspections  conducted  under  authority  of  44 
u  s  e.  2904  and  2906. 


HDNA  001 

System  name:  DNAOOl  Employee  Assistance  Program  Case  Record 
Systems 

System  location:  Civilian  Personnel  Office,  Defense  Nuclear 
Agency,  Washington,  D.C.,  20305,  Routing  Symbol:  PACV.  Also  at 
the  following  subordinate  commands:  Civilian  Personnel  Office, 
Bldg  2023A,  Kirtland  AFB,  New  Mexico,  87115;  and  Civilian  Per¬ 
sonnel  Office,  Armed  Forces  Radiobiology  Research  Institute, 
Bethesda,  Maryland,  20014,  Bldg  42,  located  on  the  grounds  of  the 
National  Naval  Medical  Center. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  in  appropriated  and  non-appropriated  fund  activities  who 
are  referred  by  management  for,  or  voluntarily  request,  counseling 
assistance. 

Categories  of  records  in  the  system:  Case  records  on  employees 
which  are  maintained  by  counselors,  supervisors,  and  civilian  per¬ 
sonnel  offices  and  consist  of  information  on  condition,  current 
status,  and  progress  of  employees  or  dependents  who  have  alcohol, 
drug,  emotional,  or  other  job  performance  problems. 

Authority  for  maintenance  of  the  system:  Drug  Abuse  Office  and 
Treatment  Act  of  1972,  as  amended  by  Public  l^w  93-282  (21  USC 
1175);  Comprehensive  Alcohol  Abuse  and  Alcoholism  Prevention, 
Treatment,  and  Rehabilitation  Act  of  1970,  as  amended  by  Public 
Law  93-282  (42  USC  4582);  Subchapter  A  of  Chapter  I,  Title  42, 
Code  of  Federal  Regulations;  Chapter  43  of  Title  5,  USC. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  counselor  in 
the  execution  of  the  counseling  function  as  it  applies  to  the  in¬ 
dividual  employee.  With  specific  written  authority  of  the  employee 
selected  information  may  be  provided  to  and  used  by  other  coun¬ 
selors  or  medical  personnel,  research  personnel,  employers, 
representatives  such  as  legal  counsel,  and  to  other  agencies  or  in¬ 
dividuals  when  disclosure  is  to  the  employee’s  benefit,  such  as  for 
processing  retirement  applications. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Case  records  are  stored  in  paper  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  locked  security  containers  accessible  only  to  personnel 
who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  purged  of  identifying  infor¬ 
mation  within  five  years  after  termination  of  counseung  or 
destroyed  when  they  are  no  longer  useful. 


System  manager(s)  and  address:  Civilian  Personnel  Officer, 
Defense  Nuclear  Agency,  Washington,  D.C.,  20305,  for  Headquar¬ 
ters,  Defense  Nuclear  Agency;  Chief,  Civilian  Personnel,  Armed 
Forces  Radiobiolt^y  Research  Institute,  Bethesda,  Maryland, 
20014,  for  Armed  Forces  Radiobiology  Research  Institute;  Civilian 
Personnel  Officer,  Kirtland  AFB,  New  Mexico,  87115,  for  Field 
Command,  Defense  Nuclear  Agency. 

Notification  procedure:  Information  may  be  obtained  from: 
Civilian  Personnel  Officer,  Defense  Nuclear  Agency,  Washington, 
D.  C.,  20305,  Telephone:  Area  Code  202-325-7592  for  Headquar¬ 
ters,  Defense  Nuclear  Agency;  Chief,  Civilian  Personnel,  Armed 
Forces  Radiobiology  Research  Institute,  Bethesda,  Maryland, 
20014,  Telephone:  Area  Code  301-295-l()47,  for  Armed  Forces 
Radiobiology  Research  Institute;  or  Civilian  Personnel  Officer, 
Bldg  2023A,  Kirtland  AFB,  New  Mexico,  87115,  Telephone;  Area 
Code  505-2M-9253,  f»>i  Field  Command,  Defense  Nuclear  Agency. 
The  letter  should  contain  the  full  name  and  signature  of  the 
requester  and  the  approximate  period  of  time,  by  date,  during 
wluch  the  case  recoio  was  developed. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  same  address  as  stated  in  the  notification  section 
above. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Counselors,  other  officials,  individuals 
or  practitioners,  and  other  agencies  both  in  and  outside  of  Govern¬ 
ment. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
HDNA  002 

System  name:  DNA002  Employee  Relations 

System  location:  Civilian  Personnel  Office,  Defense  Nuclear 
Agency,  Washington,  D.  C.,  20305,  Routing  Symbol:  PACV.  Also 
at  the  following  subordinate  commands:  Civilian  Personnel  Office, 
Bldg  2023A,  Kirtland  AFB,  New  Mexico,  87115;  and  Civilian  Per¬ 
sonnel  Office,  Armed  Forces  Radiobiology  Research  Institute, 
Bethesda,  Maryland,  20014,  Bldg  42,  located  on  the  grounds  of  the 
National  Naval  Medical  Center. 

Categoric  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  paid  from  appropriated  funds  serving  under  career,  career- 
conditional,  temporary  and  excepted  service  appointments  on 
whom  discipline,  grievances,  and  complaints  records  exist. 

Ehscrimination  complaints  of  civilian  employees,  paid  from  ap¬ 
propriated  and  non-appropriated  funds,  applicants  for  employment 
and  former  employees  in  appropriated  and  non-appropriated  posi¬ 
tions.  Management  Operation  Record  system  consisting  of  manual 
file  maintained  by  immediate  supervisors  and  high  level  managers 
concerning  employee  performance,  capability,  informal  discipline, 
attendance,  leave  and  tardiness,  woiic  assignments,  and  similar 
work  related  employee  records. 

Categories  of  records  in  the  system:  Manual  files,  maintained  in 
paper  folders,  contain  copies  of  documents  and  iriformation  per¬ 
taining  to  discipline,  grievances,  complaints,  and  appeals. 

Authority  for  maintenance  of  the  system:  Executive  Order  9830, 
Amending  the  Civil  Service  Rules  and  Providing  for  Federal  Per¬ 
sonnel  Administration;  4  USC  1302,  3301,  3302;  Executive  Order 
10577,  Amending  the  Civil  Service  Rules  and  Authorizing  a  New 
Appointment  System  for  the  Competitive  System.  PL  92-261,  The 
Equal  Employment  Opportunity  Act  of  1972;  PL  93-259,  Extension 
of  Age  Discrimination  in  Employment  Act  of  1967;  5  USC  7512; 
Executive  Order  11491,  Labor-Management  Relations  in  the 
Federal  Service. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  of  the  Defense 
Nuclear  Agency  in  the  performance  of  their  official  duties  related 
to  the  management  of  civilian  employees  in  the  processing,  ad¬ 
ministration,  and  adjudication  of  discipline,  grievances,  complaints, 
appeals,  liti^tion,  and  program  evaluation. 

Representatives  of  the  United  States  Civil  Service  Commission 
on  matters  relating  to  the  inspection,  survey,  audit  or  evaluation  of 
civilian  personnel  management  programs  or  personnel  actions,  or 
such  other  matters  under  the  juris^ction  of  the  Commission.  Ap¬ 
peals  officers  and  complaints  examiners  of  the  Federal  Employee 
Appeals  Authority  for  the  purpose  of  conducting  hearings  in  con¬ 
nection  with  employees’  appeals  from  adverse  actions  and  formal 
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administntioQ/impleinentaticm  of  arbitration  awards,  interpretation 
of  the  Executive  Order  throu|^  3rd  party  case  decisions;  national 
consultation  and  other  dealings  with  the  reco^zed  unions; 
Representatives  of  the  U.  S.  Ci^  Service  Commission  on  matters 
relating  to  the  inspection,  survey,  audit,  or  evaluation  of  Civilian 
Personnel  Mana^ment  Programs;  the  Comptroller  General  or  any 
of  his  authorized  representatives,  in  the  course  of  the  performance 
of  duties  of  the  General  Accounting  Office  relating  to  the  Labor 
Management  Relations  Program;  Officials  and  employees  of  other 
components  of  the  Department  of  Defense  in  the  performance  of 
their  official  duties  related  to  the  administration  of  the  I^bor- 
Management  Relations  Program;  a  duly  appointed  hearing  examiner 
or  arbitrator  for  the  purpose  of  conducting  a  hearing  in  connection 
with  an  employee's  grievance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Manual  records  are  stored  in  paper  folders. 

Retrievability:  Manual  records  are  retrieved  by  case  subject,  case 
number,  and/or  individual  employee  names. 

Safeguards:  All  manual  files  are  accessible  only  to  authorized 
personnel  having  a  need  to  know. 

Retention  and  disposal:  Case  files  are  permanently  maintained. 
Union  official  rosters  are  normally  destroyed  after  a  new  roster  has 
been  established. 

System  manager(s)  and  address:  Civilian  Personnel  Officer, 
Defense  Nuclear  Agency,  Washington,  D.  C..  20305,  for  Headquar¬ 
ters,  Defense  Nuclear  Agency;  Chief,  Civilian  Personnel,  Armed 
Forces  Radiobiology  Research  Institute,  Bethesda,  Maryland, 
20014,  for  Armed  Forces  Radiobiology  Research  Institute;  Civilian 
Personnel  Officer,  Kirtland  AFB,  New  Mexico,  87115,  for  Field 
Command,  Defense  Nuclear  Agency. 

Notification  procedure:  Information  may  be  obtained  from: 
Civilian  Personnel  Officer,  Defense  Nuclear  Agency,  Washington, 
D.  C.,  20305,  Telephone:  Area  Code  202-325-7592  for  Headquar¬ 
ters,  Defense  Nuclear  Agency;  Chief,  Civilian  Personnel,  Armed 
Forces  Radiobiology  Research  Institute,  Bethesda,  Maryland, 
20014,  Telephone;  Area  Code  301-295-1047,  for  Armed  Forces 
Radiobioiogy  Research  Institute;  or  Civilian  Personnel  Officer, 
Bldg  2023 A,  Kirtland  AFB,  New  Mexico,  87115,  Telephone;  Area 
Code  505-2^9253,  for  Field  Command,  Defense  Nuclear  Agency. 
The  letter  should  contain  the  full  name  and  signature  of  the 
requester  and  the  approximate  period  of  lime,  by  date,  during 
which  the  case  record  was  developed. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  same  address  as  stated  in  the  notificgtion  section 
above. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Civilian  personnel  offices;  arbitrator’s 
office;  union  headquarters  offices. 

Systems  exempted  from  certain  provisions  of  the  act:  None 


discrimination  complaints.  The  Comptroller  General  or  any  of  his 
authorized  repren  sentatives,  in  the  course  of  the  performance  of 
duties  of  the  General  Accounting  Office  relating  to  the  civihan 
manpower  managemnt  programs.  The  Attorney  General  of  the 
United  States  or  hh  authorized  representatives  in  connection  with 
litiution,  law  enforcement  or  other  matters  under  the  direct  ju¬ 
risdiction  of  the  Department  of  Justice  or  carried  out  as  the  legal 
representative  of  the  Executive  BraiKh  agencies.  The  Senate  or  the 
House  of  Representatives  of  the  United  States  or  any  member, 
committee  or  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  relating  to  the  above  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  paper  folders. 

Retrievability:  Filed  alphabeticaUy  by  last  name  of  individual. 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  locked  security  containers  accessible  only  to  personnel 
who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  destroyed  upon  separation  of 
the  employee  from  the  agency  or  in  accordance  with  appropriate 
record  disposal  schedule. 

System  managerfs)  and  address:  Civilian  Personnel  Officer, 
Defense  Nuclear  Agency,  Washington,  D.  C.,  20305,  for  Headquar¬ 
ters,  Defense  Nuclear  Agency;  Chief,  Civilian  Personnel,  Anmed 
Forces  Radiobioiogy  Research  Institute,  Bethesda,  Mainland, 
20014,  for  Armed  Forces  Radiobioiogy  Research  Institute;  Civilian 
Personnel  Officer,  Kirtland  AFB,  New  Mexico,  87115,  for  Field 
Command,  Defense  Nuclear  Agency. 

Notification  procedure:  Information  may  be  obtained  from: 
Civilian  Personnel  Officer,  Defense  Nuclear  Agency,  Washington, 
D.  C.,  20305,  Telephone;  Area  Code  202-325-7592  for  Headquar¬ 
ters,  Defense  Nuclear  Agency;  Chief,  Civilian  Personnel,  Armed 
Forces  Radiobioiogy  Research  Institute,  Bethesda,  Maryland, 
20014,  Telephone:  Area  Code  301-295-1047,  for  Armed  Forces 
Radiobioiogy  Research  Institute;  or  Civilian  Personnel  Officer, 
Bldg  2023A,  Kirtland  AFB,  New  Mexico,  87115,  Telephone:  Area 
Code  505-2M-9253,  for  Field  Command,  Defense  Nuclear  Agency. 
The  letter  should  contain  the  full  name  and  signature  of  the 
requester  and  the  approximate  period  of  time,  by  date,  during 
which  the  case  record  was  developed. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  same  address  as  stated  in  the  notification  section 
above. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Supervisors  or  other  appointed  officials 
designated  for  this  purpose. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
HDNA  003 

System  name:  Labor  Management  Relations  Records  Systems 
System  location:  Civilian  Personnel  Office,  Defense  Nuclear 
Agency,  Washington,  D.  C.,  20305,  Routing  Symbol:  PACV.  Also 
at  the  following  subordinate  commands:  Civilian  Personnel  Office, 
Bldg  2023A,  Kirtland  AFB,  New  Mexico,  87115;  and  Civilian  Per¬ 
sonnel  Office,  Armed  Forces  Radiobioiogy  Research  Institute, 
Bethesda,  Maryland,  20014,  Bldg  42,  located  on  the  grounds  of  the 
National  Naval  Medical  Center. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  paid  from  appropriated  and  non-appropriated  funds,  who 
are  involved  in  a  grievance  which  has  been  referred  to  an  arbitrator 
for  resolution;  union  officials,  union  stewards;  and  representatives. 

CateMiies  of  records  in  the  system:  Manual  files,  maintained  in 
paper  folders,  filed  by  type  of  case  and  case  number  (not  in¬ 
dividual).  Folder  contains  all  information  pertaining  to  a  specific  ar¬ 
bitration  case  of  specific  Unfair  Labor  Practice  with  whom  Defend 
Nuclear  Agenev  has  dealings;  subordinate  elements  maintain 
manual  roster  of  local  union  officials  and  union  stewards. 

Authority  for  nudntenance  of  the  system:  Executive  Order  11491, 
as  amended,  ’Labor-Management  Relations  in  the  Federal  Service.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Defense  Nuclear  Agenev  in  the  performance  of  their  official 
duties  related  to  the  Latmr- Management  Relations  Program,  e.g.. 


HDNA  004 

System  name:  Training  and  Employee  Development  Record 
Systems. 

System  location:  Civilian  Personnel  Office,  Defense  Nuclear 
Agency,  Washington,  D.C.,  20305,  Routing  Symbol:  PACV.  Also  at 
the  following  ■  subordinate  commands:  Civilian  Personnel  Office, 
Bldg  2023 A,  Kirtland  AFB,  New  Mexico,  87115;  and  Civilian  Per¬ 
sonnel  Office,  Armed  Forces  Radiobioiogy  Research  Institute, 
Bethesda,  Maryland,  20014,  Bldg  42,  located  on  the  grounds  of  the 
National  Naval  Medical  Center. 

Categories  of  individuals  covered  by  the  system:  Defense  Nuclear 
Agency  civilian  employees,  fulltime  and  part-time,  receiving  train¬ 
ing  supported  by  the  Federal  Government,  paid  from  appropriated 
funds. 

Categories  of  records  in  the  ^stem:  Under  the  Defense  Nuclear 
Agency’s  manual  and  automated  systems,  automated  and  non-auto- 
mated  records  are  maintained  reflecting  information  pertainii^  to 
the  employee’s  identification,  social  security  number,  occupational 
status  (series,  grade  level,  and  supervisory  status),  course  identifi¬ 
cation,  course  length,  category  and  purpose  of  training  received, 
date  on  which  training  was  completed,  associated  costs.  Input 
documents  for  the  systems  include,  but  are  not  limited  to 
completed  automated  forms,  training  reports,  authorization  and 
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record,  keypunched  cards.  The  manual  files  are  maintained  in  paper 
folders  containing  employee's  registration  and/or  record  of  traimng 
documents. 

Authority  for  maintenance  of  the  system:  S  (JSC  4103,  4118,  41  IS. 

Routine  uses  of  records  maintained  in  the  ^stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officios  and  employees 
of  the  Defense  Nuclear  Agency  in  the  performance  of  their  official 
duties  related  to  the  management  of  the  civilian  employee  training 
programs,  the  design,  development,  maintenance  and  operation  of 
the  manual  and  automated  system  of  record  keeping  and  reporting; 
the  screening  and  selection  of  candidates  for  centrally  administer^ 
programs;  and  administration  of  grievance,  appeals,  complaints, 
and  litigation  involving  the  disclosure  of  records  of  the  training  pro¬ 
grams.  Representatives  of  the  United  States  Civil  Service  Commis¬ 
sion  on  matters  relating  to  the  inspection,  survey,  audit  or  evalua¬ 
tion  of  the  civilian  training  programs,  or  such  other  matters  under 
the  jurisdiction  of  the  Commission;  the  Comptroller  General  or  any 
of  tus  authorized  representatives,  in  the  course  of  the  performance 
of  duties  of  the  General  Accounting  Office  relating  to  the  civilian 
training  program;  the  Attorney  General  of  the  Unil^  States  or  his 
authorized  representatives  in  connection  with  litigation,  law  en¬ 
forcement,  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies;  officials  and  employees  of  other  De¬ 
partment  of  Defense  agencies  of  the  Executive  Branch  of  govern¬ 
ment  upon  request  in  the  performance  of  their  official  duties  re¬ 
lated  to  the  screening  and  selection  of  candidates  for  programs 
sponsored  by  their  organization.  A  duly  appointed  Hearing  Ex¬ 
aminer  or  Arbitrator  for  the  purpose  of  conducting  a  hearing  in 
connection  with  an  employee's  grievance  involving  the  disclosure 
of  the  records  of  the  Ckfense  Nuclear  Agency’s  training  program; 
an  arbitrator  who  is  given  a  contract  pursuant  to  a  negotiated  labor 
agreement  to  hear  an  employee's  grievance  involving  the  disclosure 
of  the  records  of  the  Defense  Nuclear  Agency  Training  and  Em¬ 
ployee  Development  Record  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tapes,  drums, 
computer  printouts,  and  on  punched  cards.  Manual  records  are 
stored  in  paper  file  folders. 

Retrievability:  Automated  records  are  retrieved  by  social  security 
number.  Manual  records  are  retrieved  by  employee’s  last  name. 

Safeguards:  The  computer  facility  and  terminal  are  located  in 
restricted  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  Manual  records  and  com¬ 
puter  printouts  are  available  only  to  authorized  personnel  having  a 
need  to  know. 

Retention  and  disposal:  Computer  magnetic  tapes  are  permanent. 
Manual  records  are  maintained  on  a  fiscal  year  basis  and  are 
retained  for  varying  periods  from  1  to  S  fiscal  years  after  which 
they  are  destroyed  in  accordance  with  appropriate  record  disposal 
schedule. 

System  manager(s)  and  address:  Civilian  Personnel  Officer, 
Defense  Nuclear  Agency,  Washington,  D.  C.,  20305,  for  Headquar¬ 
ters,  Defense  Nuclear  Agency;  Chief,  Civilian  Personnel,  Armed 
Forces  Radiobiology  Research  Institute,  Bethesda,  Maryland, 
20014,  for  Armed  Forces  Radiobiology  Research  Institute;  Civilian 
Personnel  Officer,  Kirtland  AFB,  New  Mexico,  87115,  for  Field 
Command,  Defense  Nuclear  Agency. 

Notification  procedure:  Information  may  be  obtained  from: 
Civilian  Personnel  Officer,  Defense  Nuclear  Agency,  Washington, 
D.  C.,  20305,  Telephone:  Area  Code  202-325-7592  for  Headquar¬ 
ters,  Defense  Nuclear  Agency;  Chief,  Civilian  Personnel,  Armed 
Forces  Radiobiology  Research  Institute,  Bethesda,  Maryland, 
20014,  Telephone:  Area  Code  301-295-1047,  for  Armed  Forces 
Radiobiology  Research  Institute;  or  Civilian  Personnel  Officer, 
Bldg  2023A,  Kirtland  AFB,  New  Mexico,  87115,  Telephone:  Area 
Code  505-2M-9253,  for  Field  Command,  Defense  Nuclear  Agency. 
The  letter  should  contain  the  full  name  and  signature  of  the 
requester  and  the  approximate  period  of  time,  by  date,  during 
which  the  case  record  was  developed. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  same  address  as  stated  in  the  notification  section 
above. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 


Record  source  categories:  Information  voluntarily  submitted  by 
the  individual  or  obtained  from  the  civilian  personnel  offices. 

Systems  exempted  from  certidn  provisions  of  the  act:  None 
HDNA  102-03 

System  name:  102-03  Headquarters  Personnel  Roster 

System-  location:  Primary  System  -  Administrative  Services  Divi¬ 
sion,  Personnel  and  Administration  Directorate,  Headquarters, 
Defense  Nuclear  Agency  (DNA),  Washington,  D.  C.  20305.  Decen¬ 
tralized  Segments  -  Internal  organizational  elements  of  the  Agency 
Headquarters,  and  subordinate  elements  receive  hard  copies  of  the 
roster. 

Categories  of  individuals  covered  by  the  system:  Any  individual 
military  or  civilian  employed  by  DNA.  ^ 

Categories  of  records  in  the  system:  File  contains  individual  per¬ 
sonal  information  consisting  of  name,  SSAN,  preferred  first  name, 
grade,  service  component,  first  name  of  spouse,  office  symbol, 
telephone  and  intercom  number,  room  number,  home  address  and 
home  telephone  number. 

Authority  for  maintenance  of  the  system:  5  USC  301,  302  Public 
Law  89-554,  6  September  1966. 

Routine  uSes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Administrative  Services 
Division  -  To  locate  personnel;  prepare  and  publish  roster.  In¬ 
dividuals  -  To  obtain  personal  locator  information  so  as  to  facilitate 
communications/contact  for  official  and  social  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Cards  in  Card  File  Box  and  printed  paper  rosters. 

Retrievability:  Filed  alphabetically  by  last  name. 

Safeguards:  Building  employs  security  guards  and  protected  by 
intrusion  alarm  system.  Records  are  maintained  in  area  accessible 
only  to  authorized  personnel  of  the  Agency  that  are  properly 
screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  retained  in  active  file  as  long 
as  individual  is  assigned  to  the  Agency.  Upon  departure  of  the  in¬ 
dividual  record  is  destroyed. 

System  manager<s)  and  address:  Chief,  Administrative  Services 
Division,  Headquarters,  Defense  Nuclear  Agency,  Washington,  D. 
C.  20305. 

Notification  procedure:  Information  may  be  obtained  from:  Ad¬ 
ministrative  Services  Division,-  Headquarters,  Defense  Nuclear 
Agency,  Washington,  D.  C.  20305. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Chief,  Administrative  Services  Division,  Headquar¬ 
ters,  Defense  Nuclear  Agency,  Washington,  D.  C.  20305  or  by  a 
visit  to  Room  127  ,  6801  Telegraph  Road,  Alexandria,  Virginia 
22310. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
SYSMANAGER. 

Record  source  categories:  Information  voluntarily  submitted  by  in¬ 
dividual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
HDNA  412-14 

System  name:  412-14  Biography  Files 

System  location:  Public  Affairs  Office.  Defense  Nuclear  Agency, 
Washington,  D.  C.,  20305,  Routing  Symbol:  PAO. 

Categories  of  individuals  covered  by  tbe  system:  Senior  military  of¬ 
ficers  of  the  Army,  Air  Force,  Navy  and  Marines  who  hold  posi¬ 
tions  within  the  chain  of  command  or  heads  of  major  headquarters 
within  the  services  that  may  on  accasion  interface  with  Defense 
Nuclear  Agency  and/or  its  components.  Civilians  who  are  senior  of¬ 
ficials  within  the  Department  of  Defense/Govemment  agencies 
within  the  chain  of  command  or  department  heads  that  may  on  oc¬ 
casion  interface  with  Defense  Nuclear  Agency  and/or  its  com¬ 
ponents. 

Categories  of  records  in  the  system:  Brief  biographical  data 
(sometimes  including  photographs),  obtained  on  a  voluntary  basis 
with  data  approved  by  the  individual. 

Authority  for  maintenance  of  the  system:  5  USC  301,  302  Public 
Law  89-554,  6  September  1966. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  current 
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Policies  and  practices  for  storinf,  retrievtait,  accessing,  retaiafaif, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrlevability:  Filed  alphabetically  by  last  name  of  individual. 

Safeguards:  Buildings  employ  security  guards.  Records  are  nuun- 
tained  in  locked  security  containers.  Only  personnel  who  are 
properly  screened,  cleared  and  trained  have  access  to  the  material. 

Retention  and  disposal:  Records  are  maintained  in  active  file  as 
long  as  the  individual  is  assigned  or  employed  by  DNA  and  then 
destroyed.  In  the  case  of  contractor  personnel,  records  are  main¬ 
tained  as  long  as  the  individual  is  associated  with  DNA  and  then 
destroyed. 

System  managerfs)  and  addrem:  Director,  Intelligence/Security 
Directorate,  Defense  Nuclear  Agency,  Washington,  D.  C.  2030S, 
for  HQDNA  and  AFRRI;  Chief,  Security  Division,  FCDNA,  Kirt- 
land  AFB,  NM,  87115,  for  FCDNA. 

Notification  procedure:  See  EXEMPTION. 

Record  access  procedures:  See  EXEMPTION. 

Contesting  record  procedures:  See  EXEMPTION. 

Record  source  categories:  See  EXEMPTION. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
^stem  may  be  exempt  under  5  U.S.C.  SS2a  (j)  or  (k),  as  applicable. 
For  additional  infor^tion,  contact  the  SYSMANAGER. 

HDNA  505-18 

System  name:  S03-I8  Visitor  Access  Control  System 

System  location:  Intelligence/Security  Directorate,  Defense 
Nuclear  Agency,  Washington,  D.  C.,  20303,  Routing  Symbol: 
OAIS.  Also  at  the  following  subordinate  commands:  Field  Com¬ 
mand,  Defense  Nuclear  A^ncy,  Support  Directorate,  Kirtland 
AFB,  Albuquerque,  NM,  87113,  Routing  Symbol  FCSD-D  and 
maintained  by  Chief,  Security  Division,  Bidding  20-332A;  and 
Armed  Forces  Radiobiology  Research  Institute,  B^ethesda,  Mary¬ 
land,  20014,  located  in  Build^s  42,  43,  44  and  43  on  the  grtAinds 
of  the  National  Naval  Medical  Center,  and  maintained  by  Intel- 
ligence/Security  Directorate,  Defense  Nuclear  Agency,  Washing¬ 
ton,  D.  C.,  20305. 

Categories  of  iodividiials  covered  by  the  system:  Individuals  from 
other  Government  ^encies,  including  military,  civilian,  contractors 
and  consultants  desiring  to  visit  the  Defense  Nuclear  Agency,  Field 
Command,  Defense  Nuclear  Agency,  or  the  Armed  Forces 
Radiobiology  Research  Institute. 

Categories  of  records  in  the  system:  File  contains  name,  social 
security  number,  date  of  birth,  citizenship,  and  degree  of  security 
clearance. 

Anthority  for  maintenance  of  the  system:  Executive  Order  No. 
11632,  ’Classification  and  Declassification  of  National  Security  In¬ 
formation  and  Material,*  8  March  1972;  Executive  Order  10430, 
'Security  Requirements  for  Government  Employment,’  27  April 
1953,  as  amended  by  Executive  Orders  10491,  10531,  10548,  10550, 
11605,  and  11785. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposm  of  such  uses:  To  show  eligibility  for 
access  to  classified  information. 


bio^aphies  on  key  Defense  Nuclear  Agency  personnel  for  use  in 
routine  recasts  and  news  releases.  To  maintain  current  biographies 
on  key  DoD  personnel,  civilian  contractors,  or  civilians  with  which 
the  agency  or  its  personnel  come  in  contact  in  the  completion  of 
their  mission.  Releasable  to  media,  individuals,  businesses  and  any 
other  public  or  private  requester. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Paper  records  in  file  folders. 

Retricvahility:  Filed  alphabetically  by  last  name. 

Safeguards:  All  files  are  in  GSA  4-drawer  safes  with  combination 
locks.  Building  is  under  24-hour  GSA  guard  system.  Records  are 
maintained  in  office  only  accessible  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Files  are  retained  in  active  file  until 
retirement,  transfer,  separation,  or  death  of  the  individual  con¬ 
cerned  or  on  discontinuance  of  office  at  which  time  they  are 
destroyed. 

System  managerfs)  and  address:  Public  Affairs  Officer,  Defense 
Nuclear  Agency,  Washington,  D.  C.,  20305, 

Notification  procedure:  Information  may  be  obtained  from  Public 
Affairs  Office,  Defense  Nuclear  Agency,  Washington,  D.  C., 
20305,  telephone  202-325-7091. 

Record,  aceem  procedures:  Records  are  open  to  the  public  upon 
demand.  Written  requests  should  be  addressed  to  Defense  Nuclear 
Agency,  ATTN;  Public  Affairs  Office,  Washington,  D.  C.,  20305. 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual.  Visits  can  be  arranged  by  the  Public  Affairs  Office. 

ContestiBg  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
SYSMANAGER. 

Record  source  categories:  Biographk^  data  voluntarily  submitted 
by  individual  personally. 

Systenu  exempted  from  certain  provisioiis  of  the  act:  NONE 
HDNA  501-01 

System  name:  501-01  Personnel  Security  Files 

System  locatlou:  Intelligence/ Security  Directorate,  Defense 
Nuclear  Agency,  Washington,  D.  C.,  20305,  Routing  Symbol: 
OAIS.  Also  at  the  following  subordinate  commands;  Field  Com¬ 
mand,  Defense  Nuclear  Agency,  Support  Directorate,  Kirtland 
AFB,  Albuquer^e,  NM,  ^115,  Routing  Symbol  FCSD-D  and 
maintained  by  Chief,  Security  Division,  Building  20-352A;  and 
Armed  Forces  Radiobiolo^  Research  Institute,  ^thesda,  Mary¬ 
land,  20014,  located  in  Bu^ngs  42,  43,  44  and  45  on  the  grounds 
of  the  National  Naval  Medici  Center,  and  maintained  by  Intel¬ 
ligence/Security  Directorate,  Defense  Nuclear  Agency,  Washing¬ 
ton.  D.  C.,  20305. 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel  assigned  to  or  employed  by  Hqs,  Defense 
Nuclear  Agency  (HQDNA),  Field  Command,  Defense  Nuclear 
Agency  (FCDNA),  a^  the  Armed  Forces  Radiobiology  Research 
Institute,  (AFRRI). 

Categories  of  records  in  the  system:  Correspondence  on  personnel 
of  HQDNA,  AFRRI,  and  FCDNA,  including  military,  civilian,  con¬ 
tractors  and  consultants  who  have  speciid  access  requirements; 
security  incident  files;  letters  of  accreditation  to  review  and  receive 
investi^tive  records  at  other  agencies;  administrative  files  pertain- 
^  ing  to  the  guard  company  consisting  of  guard  performance  and  per¬ 
sonnel  data  oh  guards  authorized  to  work  at  DNA;  picture  and 
identification  caid  on  DNA  personnel;  security  data  cards  contain¬ 
ing  security  clearance  and  personal  data;  personnel  clearance 
records. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
'Security  Requirements  for  Government  Employment,'  27  April 
1953,  as  ame^ed  by  Executive  Orders  10491,  10531,  10548,  10550, 
11605,  and  11785;  Executive  Order  11652,  'CHassification  and 
Declassification  of  National  Security  Information  and  Material,’  8 
March  1972. 

Rontine  uaes  of  records  maintained  in  the  mtem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  and  show 
eligibility  to  classified  information.  Users  include  gu^s  to  deter¬ 
mine  eligibility  of  access  to  controlled  access  facilities,  and  all 
HtDDNA,  AFRRI,  and  FCDNA  personnel,  including  contractors 
and  consultants  to  determine  clearance  eligibility  for  access  to  clas¬ 
sified  information. 


Policies  and  practices  for  storing,  retrieving,  acccssiiig,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  notebooks,  computer  paper 
printouts,  computer  cards,  and  file  cards. 

Retrlevability:  Filed  alphabetically  by  last  name  of  individual. 

Safeguards:  Buildings  employ  security  g^ds.  Records  are  main¬ 
tained  in  open  shelves  and  locked  security  containers  accessible 
only  to  personnel  who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Maintained  in  active  file  for  12  months 
after  expiration  of  the  visit  and  are  destroyed. 

System  managerfs)  and  addfcm:  Director,  Intelligence/Security 
Dir^torate,  Defense  Nnclear  Agency,  Washington,  D.  C.,  for 
Headquarters,  Defense  ^hKlear  Agency  and  the  Armed  Forces 
Radiobiolo^  Research  Institute;  Chief,  Security  Division,  Field 
Command,  Defense  Nuclear  Agency,  Kirtland  AFB,  NM. 

Notification  procedure:  Information  may  be  obtained  from: 
Director,  Intelligence/Security  Directorate,  Defense  Nuclear  Agen¬ 
cy,  Washington,  D.  C.,  20305,  Telephone:  Area  Code  202-325-7389 
for  Headquarters,  Defense  Nuclear  Agency  and  the  Armed  Forces 
Radiobiology  Research  Institute;  or  (Zhief,  SecuriW  Division,  Field 
Command,  Defense  Nuclear  Agency,  Kirtland  AFB,  NM.,  87115, 
Telephone:  Area  Code  505-264-1423,  for  Field  Command. 
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Record  access  lyticedurcs:  Requests  for  information  should  be  ad¬ 
dressed  to:  Director,  Intelligence  and  Security  Directorate,  Defense 
Nuclear  Agency,  Washington,  D.  C,  2030S,  for  Headquarters, 
Defense  Nuclear  Agency,  and  the  Armed  Forces  Radiobiology 
Research  Institute,  or  Chief,  Security  Division,  Field  Command, 
Defense  Nuclear  Agency,  Kirtland  AFB,  NM,  87115,  for  Field 
Command.  Written  requests  for  information  should  contain  the  full 
name,  home  address,  social  security  number,  date  of  birth,  and 
place  of  birth.  For  personal  visits,  the  individual  must  be  able  to 
rovide  identification  showing  full  name,  date  of  birth,  place  of 
irth,  and  social  security  number. 

Cootesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  The  Military  Services,  other  Govern¬ 
ment  agencies,  contractors  and  consultants  to  Government  agen¬ 
cies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
HDNA  609-02 

System  name:  609-02  Personnel  Radiation  Exposure  Records 

Sj^m  location:  Decentrali7.ed  system.  Primary  location: 
Radiological  Safety  Department,  Bldg  42,  Rooms  1420  and  1422, 
Armed  Forces  Radiobiology  Research  Institute  (AFRRl),  Defense 
Nuclear  Agency,  Bethesda,  Maryland,  20014,  on  the  grounds  of  the 
National  Naval  Medical  Center.  Other  locations  are  rooms  3113  and 
2147  of  the  AFRRl;  and  room  1418,  Bldg  364,  Field  Command, 
Defense  Nuclear  Agency  (FCDNA),  Kirtland  Air  Force  Base,  Al¬ 
buquerque,  New  Mexico  87115. 

Categories  of  individuals  covered  by  the  system:  All  employees, 
contractors,  visitors  or  anyone  else  who  is  known  to  enter  the 
AFRRl  building.  At  FCDNA,  all  DNA  employees  who  work  in  a 
position,  the  duties  of  which  might  result  in  exposure  to  radiation. 

Categories  of  records  in  the  system:  For  employees,  file  contains 
personal  information  consisting  of  name,  social  security  number, 
date  of  birth,  current  and  previous  radiation  exposure,  history  and 
places  of  empl^ment  and  when  exposures  occurred.  For  others, 
file  contains  ndme,  social  security  number,  date  of  birth,  current 
employer,  citizenship,  and  current  exposure  history.  For  all,  infor¬ 
mation  on  pregnancy  and  pacemaker. 

Authority  for  maintenance  of  the  system:  Atomic  Energy  Act  of 
1954,  42  use  2013. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  document  the  degree 
of  exposure  to  radiation  exp>erienced  by  an  individual;  to  support 
legal  or  medical  claims  for  or  against  the  government;  to  measure 
quality  of  the  radiation  protection  program;  to  provide  exposure 
histoiy  to  subsequent  employers;  to  provide  history  to  requesting 
individuals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  * 

Storage:  At  AFRRl:  5'  by  T  cards  filed  at  reception  desk,  room 
3113,  8’xl0-l/2’  paper  filed  in  rooms  1420  and  1422.  At  FCDNA, 
8’xlO  1/2'  papers  are  filed  in  a  metal  file  cabinet  in  Bldg  364. 

Retrievability:  Alphabetical  by  last  name  of  individual. 

Safeguards:  AFRRl  -  Kept  in  a  controlled  access  building  which 
is  protected  by  an  intrusion  alarm  system. 

FCDNA  -  Controlled  access  building  which  is  protected  by  an  in¬ 
trusion  alarm  system. 

Retention  and  disposal:  For  employees  -  permanently.  For  visitors 
-  retired  after  2  years  to  record  holding  area  for  permanent  reten¬ 
tion.  For  foreign  visitors,  records  are  sent  to  State  Department  for 
retention. 

System  manager(s)  and  address:  AFRRl  -  Chairman,  Radiation 
Safety  Department,  Armed  Forces  Radiobiol6gy  Research  Institute, 
,  Bethesda,  MD  20014. 

Field  Command,  DNA  -  Health  Physicist,  Logistics  Directorate, 
Field  Command,  Defense  Nuclear  Agency,  Albuquerque,  NM 
87115. 

Notification  procedure:  Requests  should  be  addressed  to  the 
SYSMANAGER. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  SYSMANAGER. 


Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
SYSMANAGER. 

Record  source  categories:  Information  voluntarily  submitted  by  in¬ 
dividual.  Additional  information  added  as  data  is  collected. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
HDNA  AFRRl  102-03 

System  name:  102-03  AFRRl  Personnel  Roster 

System  location:  Centralized  System  -  Administrative  Officer, 
Armed  Forces  Radiobiology  Research  Institute,  Defense  Nuclear 
Agency,  Bethesda,  Maryland  20014. 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel  assigned  to  or  employed  by  the  Armed  Forces 
Radiobiology  Research  Institute,  Defense  Nuclear  Agency. 

Categories  of  records  in  the  system:  File  contains  individual  per¬ 
sonal  information  consisting  of  name;  rank/grade;  service  number; 
service  and  component;  organization,  building  location  and  office 
phone;  local  address;  home  phone;  name,  address,  and  phone 
number  of  next  of  kin. 

Authority  for  maintenance  of  the  system:  5  USC  301,  302  Public 
Law  89-554,  6  September  1966. 

Routine  uses  of  records  maintained  in  the  ^stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  obtain  personal  loca¬ 
tor  information  to  facilitate  communications  or  contact  for  official 
and  social  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  3'x5'  cards  in  card  file  box. 

Retrievability:  Filed  alphabetically  by  last  name. 

Safeguards:  Cards  are  kept  in  a  controlled  access  building  which 
is  protected  by  an  intrusion  alarm  system.  Always  in  sight  or  cus¬ 
tody  of  a  trained  individual. 

Retention  and  disposal:  Records  are  retained  in  file  as  long  as  in¬ 
dividual  is  assigned  to  the  Armed  Forces  Radiobiology  Research  In¬ 
stitute.  Upon  departure  of  the  individual,  the  record  is  destroyed. 

System  managerfs)  and  address:  Administrative  Officer,  Armed 
Forces  Radiobiology  Research  Institute,  Defense  Nuclear  Agency, 
Bethesda,  Maryland  20014 

Notification  procedure:  Information  may  be  obtained  from  Ad¬ 
ministrative  Oifficer,  Armed  Forces  Radiobiology  Research  In¬ 
stitute,  Bethesda,  Maryland  20014. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  Administrative  Officer,  Armed  Forces  Radiobiology 
Research  Institute,  Defense  Nuclear  Agency,  Bethesda,  MD  20014, 
or  by  visit  to  Room  2155,  Armed  Forces  Radiobiology  Research  In¬ 
stitute,  Bethesda,  MD  20014,  (Building  42  on  the  grounds  of  the 
National  Naval  Medical  Center). 

'  Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
SYSMANAGER. 

Record  source  categories:  Information  voluntarily  submitted  by  in-  ' 
dividual  and  extract^  from  ihilitary  and  civilian  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

HDNAFCPD41 

System  name:  PD41  FCDNA  Personnel  Data  Systems 

System  location:  Primary  System  -  Data  Processing  Branch,  Com¬ 
puter  System  Division  Comptroller  Directorate,  Field  Command, 
Defense  Nuclear  Agency  (FCDNA),  Kirtland  AFB,  NM  87115. 
Decentralized  Segment  -  RenxHe  Terminal  (IBM  2740),  Military 
Personnel  Branch,  Personnel  Division,  Support  EKrectorate, 
FCDNA. 

Categories  of  individuals  covered  by  the  system:  All  civilians  em¬ 
ployed  by  and  active  duty  military  personnel  assigned  to  Field 
Command,  Defense  Nuclear  Agency. 

Categories  of  records  in  the  system:  File  contains  Joint  Manpower 
Program,  Strength,  Personnel  Record,  and  Locator  Data. 

Authority  for  maintenance  of  the  system:  5  USC  301,  302  Public 
Law  89-554,  6  September  1966. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  compile  and 
consolidate  authorized/assigned  strength  for  internal  DNA  usage. 
Users  include  all  FCDNA,  Headquarters  DNA  activities,  and  loca¬ 
tor  information  is  provided  Kirtland  Air  Force  Base,  New  Mexico. 
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The  system  is  specifically  used  to  monitor  personnel  action  (i.  e., 
assignments,  promotions.  Effectiveness  Reports),  Security  access. 
Human  Reliability  Program,  and  provide  strength  accounting  and 
locator  information  for  this  joint  activity. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  Tape 

Retrievability:  Filed  by  Joint  Manpower  Program  Position 
Number 

Safeguards:  Controlled  access  to  computer.  Computer  maintained 
in  area  accessible  only  to  authorized  personnel  that  are  properly 
•  cleared  and  trained. 

Retention  and  disposal:  Records  are  maintained  until  transfer 
from  or  termination  of  individual  employment  with  FCDNA. 

System  manager(s)  and  address:  Chief,  Personnel  Division,  Sup¬ 
port  Directorate,  FCDNA,  Kirtland  Air  Force  Base,  NM  87115. 

Notification  'procedure:  Information  may  be  obtained  from 
FCDNA  (FCSD-B),  Kirtland  Air  Force  Base,  New  Mexico,  87115. 
Telephone:  Area  Ctale  505-264-3516. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  FCDNA  (FCSD-B),  Kirtland  Air  Force  Base,  New 
Mexico  87115.  Written  requests  for  information  should  contain  the 
full  name  of  the  individual.  For  personal  visits,  the  individual 
should  provide  military  or  civilian  identification  card. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  extracted  from  military  and 
civilian  personnel  records.  Joint  Manpower  Program  document  and 
Security  Division,  FCDNA. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


JOINT  CHIEFS  OF  STAFF 


REQUESTING  RECORDS 

Records  arc  retrieved  by  name  or  by  some  other  personal  identi¬ 
fier.  It  is  therefore  especially  important  for  expeditious  service 
when  requesting  a  record  that  particular  attention  be  provided  to 
the  Notification  and/or  Access  Procedures  of  the  particular  record 
system  involved  so  as  to  furnish  the  required  personal  identifiers, 
or  any  other  pertinent  personal  information  as  may  be  required,  to 
locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  'routine  uses'  of  the  records  have  been 
established,  that  are  applicable  to  every  record  system  maintained 
within  the  Department  of  Defense,  unless  specifically  stated  other¬ 
wise  within  a  particular  record  system.  These  additional  blanket 
routine  use's  of  the  records  are  published  below,  only  once  in  the 
interest  of  simplicity,  economy  and  to  avoid  redundancy,  before 
the  individual  record  system  notices  begin  rather  than  repeating 
them  in  every  individual  record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maihtained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
mamtaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 


necessa^  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  m  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency's 
decision  on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  made  to  a  congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry  from  the  congressional  of¬ 
fice  made  at  the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  perfomtance 
of  a  lawful  function  such  as,  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975, 
will  be  disclosed  to  the  Office  of  Management  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  A-I9  at  any  stage  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Com¬ 
ponent  may  be  disclosed  to  foreign  law  enforcement,  security,  in¬ 
vestigatory,  or  administrative  authorities  in  order  to  comply  with 
requirements  imposed  by,  or  to  claim  rights  conferred  in  interna¬ 
tional  agreements  and  arrangements  including  those  regulating  the 
stationing  and  status  in  foreign  countries  of  E)epartment  of  Defense 
military  and  civilian  personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  em¬ 
ployee  or  military  member  is  or  was  subject  to  tax  regardless  of 
whether  tax  is  or  was  withheld.  This  routine  use  is  in  accordance 
with  Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  U.S.  CIVIL 
SERVICE  COMMISSION 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act 
and  maintained  by  this  component  may  be  disclosed  to  the  Civil 
Service  Commission  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessa¬ 
ry  for  the  Commission  to  carry  out  its  legally  authorized  Govern¬ 
ment-wide  personnel  management. functions  and  studies. 

ROUTINE  USE  -  DISCLOSURE  OF  INFORMATION 
TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  disclosed  as  a  routine  use  to  the  National  Archives 
and  Records  Service  of  the  General  Services  Administration  in 
records  management  inspections  conducted  under  authority  of  44 
U.S.C.  2904  and  2906. 
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JOJCSOOIMILPERS 

Syitca  uac:  OJCS  Medals  and  Awards  files  and  reports  system; 
Microfilmed  historical  awards 

System  location:  Military  Personnel  Branch,  Personnel  Division, 
Organization  of  the  Joint  Chiefs  of  Staff,  The  Pentagon,  Washing¬ 
ton,  D.C.  20301 

Categories  of  iadividnals  covered  by  the  system:  All  military  of¬ 
ficer/enlisted  personnel,  regular  and  reserve,  who  are  serviced  by 
the  Organizaton  of  the  Joint  Chiefs  of  Staff 

Categories  of  records  in  the  system:  File  contains,  but  not  limited 
to,  recommendations  and  substantiating  documents  for  awarding  of 
themedals  and  awards;  orders  authorizing  awards,  certificates  of 
eligibility,  memorandums  for  the  record,  vote  sheets,  status  sheets, 

.  board  membership  lists,  criteria  and  analysis,  agency  historicalfile, 
reports,  reclame  actions,  recommendations  for  foreign  awards,  spe¬ 
cif  category  and  exception  to  policy,  bulletins,  miscellaneous  cor¬ 
respondence,  Decorations  and  Awards  Board  memorandums, 
memorandums  and  records  and  microfilmed  historical  awards. 

Authority  lor  maiutcuance  of  the  system:  National  Security  Act  of 
1947  as  amended. 

Routlue  uses  of  records  malutaiued  iu  the  system,  Includiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Secretary  of  the 
Decorations  and  Awards  Board  is  the  principal  user.  A  ready  file  of 
documentsfrom  which  information  required  to  properly  man  the 
awards  program. 

Policies  aad  practices  for  storiug,  retrleviag,  accessfag,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Paper  records  in  file  folders 

Retrlevabillty:  Filed  alphabetically  by  last  name  of  individual 

Safeguards:  Building  employs  security  guards.  Access  to  space  is 
limited  to  personnel  office  personnel  during  non-working  hours  via 
locked  door.  During  working  hours  the  space  is  occupied  by  per¬ 
sonnel  office  personnel  at  all  times. 

Retention  and  disposal:  Files  are  permanent,  they  are  microfilmed 
and  retained  for  historical  purposes. 

System  managerfs)  aad  addrem:  Director,  Joint  Staff. 

Notification  procedure:  Information  may  be  obtained  from: 
Secretary,  Decorations  and  Awards  Board 
Organization  of  the  Joint  Chiefs  of  Staff 
The  Pentagon 
Washington,  D.  C.  20301 
Telephone:  Area  Code  202/695-47S9 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Secretary,  Decorations  and  Awards  Board,  Organiza¬ 
tion  of  the  Joint  Chiefs  of  Staff,  The  Pentagon,  Washington,  D.  C. 
20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  at  least,  his  identification  card. 

Contestlag  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  System 
Manager. 

Record  source  categories:  Source  of  information  is  obtained  from 
agencies  which  are  serviced  by  the  Organization  of  the  JointChiefs 
of  Staff. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
JOJCS002MILPERS 
System  name:  Military  Personnel  Files 

System  location:  Military  Personnel  Branch,  Personnel  Division, 
Directorate  of  Administrative  Services,  Organization  of  the  Joint 
Chiefs  of  Staff,  The  Pentagon,  Washington,  D.C.  20301. 

Categories  of  indlvldnals  covered  by  the  system:  All  military  per¬ 
sonnel  assigned  to,  attached  to  or  on  temporary  duty  with  the  Or¬ 
ganization  of  the  Joint  Chiefs  of  Staff. 

Categories  of  records  In  the  system:  Files  contain  personal  infor¬ 
mation  which  has  been  extracted  from  the  individual’s  Official  Mili- 
taryPersonnel  File.  Files  contain  information  pertaining  to,  but  not 
limited  to,  name,  grade,  service  number,  service  job  title,  expected 
date  of  arrival  for  duty  with  the  Organization  of  the  Joint  Chiefs  of 
Staff,  expected  date  of  departure  from  the  Organization  of  the 
Joint  Chiefs  of  Staff.  i 


Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947  as  amended.  . 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Military  Personnel 
Branch,  Directorate  of  Administrative  Services,  Organization  of  the 
Joint  Chiefs  of  Staff  -  To  perform  administrative  functions  required 
on  individuals  prior  to  their  assignment  to,  during  their  assignment 
to,  and  after  their  assignment  to  the  Organization  of  the  Joint 
Chiefs  of  Staff.  Uses  include,  but  are  not  limited  to,  knowing  when 
an  individual  will  arrive,  what  agency  they  will  be  assigned  to,  who 
they  will  replace  and  when  an  individual  will  depart. 

Policies  and  practices  for  storing,  retrleviag,  accemiug,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders;  paper  card  files;  ringed  bin¬ 
ders. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual; 
filed  by  agency;  filed  by  requisition  number. 

Safeguards:  Building  employs  security  guards.  Records  are  stored 
in  file  cabinets.  The  room(s)  are  locked  when  unattended. 

Retention  and  dteposal:  Files  are  retained  in  active  file  until  in¬ 
dividual  departs  the  Organization  of  the  Joint  Chiefs  of  Staff.  Upon 
departure,  the  individual’s  file  is  placed  in  the  inactive  file.  The  file 
is  retained  for  approximately  one  year. 

System  manager(t)  and  addrem:  Chief,  Military  Personnel  Branch, 
Personnel  Division,  Directorate  of  Administrative  Services,  Or¬ 
ganization  of  the  Joint  Chiefs  of  Staff. 

Notification  procedure:  Information  may  be  obtained  from; 

Chief,  Military  Personnel  Branch 
Personnel  Division 

Directorate  of  Administrative  Services 
Organization  of  the  Joint  Chiefs  of  Staff 
The  Pentagon 
Washington,  D.C.  20301 
Telephone;  Area  code  202/697-3540 

Record  accem  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Chief,  Military  Personnel  Branch,  Organization  of  the 
Joint  Chiefs  of  Staff,  The  Pentagon,  Washington,  D.C.  20301 

Written  request  for  information  should  contain  the  full  name  of 
the  individual,  current  address,  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  card. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the  System 
Manager. 

Record  source  categories:  Source  of  information  is  the  individual 
and  the  individual’s  Official  Military  Personnel  File. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
JOJCS003SMB  631201 

System  name:  Directorate  Administrative  Services  Message  Infor¬ 
mation  System  (DASMIS) 

System  location:  Staff  Management  Branch,  Directorate  of  Ad¬ 
ministrative  Services,  Organization  of  the  Joint  Chiefs  of  Staff,  The 
Pentagon,  Washington,  D.C.  20301 

.  Categories  of  individuals  covered  by  the  system:  All  individuals  as¬ 
signed  to  the  OJCS;  all  persons  with  access  into  the  OJCS 
restricted  areas;  personnel  with  SIOP  clearances. 

Categories  of  records  in  the  system:  File  contains  individuals 
security  clearances,  personal  and  office  address,  date  of  rank,  date 
of  birth,  assignment  and  rotation  dates,  service,  rank,  grade,  social 
security  account  number. 

Aothority  lor  maintenance  of  the  system:  National  Security  Act  of 
1947  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  Division  -  Per¬ 
form  all  administrative  functions  as  appropriate  with  respect  to  per¬ 
sonnel  assigned  to  the  OJCS;  monitor  and  process  requests  for 
manpower  and  organizational  management  services,  perform  or¬ 
ganizational  and  manpower  reviews  for  the  OJCS. 

Support  Division  -  Develop  and  prepare  financial  planning  data 
for  the  OJCS  and  carry  out  associated  programming  and  fiscal 
functions,  assign  space  and  provide  equipment,  supplies  and  ser¬ 
vice  support  as  may  be  required  for  the  OJCS. 
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Security  Division  -  Devise  and  implement  personnel  and  physical 
security  glides  and  provide  for  the  security  of  the  area  occupied 
by  the  OiCS. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Disc,  magnetic  tape  backup. 

Retrievability:  Record  ID  made  up  of  billet  number,  record  type 
and  social  security  account  number. 

Safeguards:  Building  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessable  only  to  authorized  personnel  that  are 
properly  screened  and  cleared;  also  access  to  date  requires  the 
proper  user-ID  and  pass-word. 

Retention  and  dbpoMi:  Personnel-records  are  permanent.  All 
records  are  maintained  in  an  active  file. 

Security-OJCS  records  are  permanent.  Non-OJCS  records  are 
deleted  upon  termination/expiration  of  badges  or  passes. 

System  manaMr(s)  and  address:  Staff  Management  Branch, 
Directorate  of  Administrative  Services,  Organization  of  the  Joint 
Chiefs  of  Staff,  The  Pentagon,  Washington,  D.C.  20301. 

National  Military  Command  System  Support  Center,  Defense 
Communications  Agency,  The  Pentagon,  Washington,  D.C.,  20301. 
Notification  procedure:  Info  may  be  obtained  from: 

Staff  Management  Branch,  Directorate  of  Administrative 
Services,  OJCS. 

Room  1A724,  The  Pentagon 
Washington,  D  C.  20301 
Telephone:  Area  Code  202/695-0475 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Staff  Management  Branch,  Directorate  of  Adminis¬ 
trative  Services,  OJCS,  The  Pentagon,  Washington,  D.C.  20301. 

Written  requests  for  information  should  contain  the  full  name, 
rank  and  service  and  agency  while  assigned  to  the  OJCS,  phis  so¬ 
cial  security  account  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is:  drivers  license,  employing  office 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ‘case’  folder. 

Contesting  record  procedures:  To  contest  contents  either 
telephone  or  write:  Staff  Management  Branch,  Directorate  of  Ad¬ 
ministrative  Services,  OJCS,  The  Pentagon,  Washington,  D.C., 
20301,  Telephone:  Area  Code  202/695-0475. 

Record  source  categories:  Information  is  obtained  from  various 
OJCS,  DOD  and  standard  forms  from  the  respective  Services;  from 
distributed  documents  routed  to  all  personnel  effected. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
JOJCS004SECDIV 

System  name:  Personnel  Security  File,  Security  Division,  DAS 
System  location:  Personnel  Security  Branch,  Security  Division, 
Directorate  of  Administrative  Services,  Orgianization  of  the  Joint 
Chiefs  of  Staff,  The  Pentagon,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  personnel  as¬ 
signed  to  or  employed  by  the  OJCS  who  have  been  granted  a 
security  clearance;  all  individuals  who  are  civilian  appUcants  or 
military  nominees  for  duty  with  OJCS;  all  persons  who  have  been 
authorized  a  pass  for  access  to  the  restricted  areas  of  the  OJCS. 

Categories  of  records  in  the  system:  File  contains  individual's 
record  of  security  clearances  granted;  security  briefing  and  debrief¬ 
ing  certificates;  personal  history  statements;  record  card  file  of 
request  for  pass  or  badge;  and  other  related  security  processing 
papers. 

Authority  tor  maintenance  of  the  system:  National  Security  Act  of 
1947  as  amended. 

Defiartment  of  Defense  Directive  5210.8,  Policy  on  Investigation 
and  Clearance  of  DOD  Personnel  for  Access  to  Classified  Defense 
Information. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Division,  DAS  - 
To  perform  all  administrative  functions  necessary  to  determine 
eligibility  of  personnel  for  security  clearances;  provide  processing 
of  all  security  clearances;  processing  and  producing  all  passes  and 
bad{(es  for  personnel  requiring  access  to  OJCS  restricted  areas; 
devise  and  implement  security  policies  and  provide  for  the  security 
of  the  OJCS  areas. 

Policies  and  practiocs  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 


Storage:  Paper  records  in  file  folders;  paper  card  files 

Retrievability:  Filed  alphabetically  by  individual's  last  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  an  alarmed  vault  accessible  only  to  authorized  Security 
Division  personnel  who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  retained  in  active  file  until  in¬ 
dividual  departs  the  OJCS  at  which  time  entire  file  is  destroyed; 
card  files  are  deleted  upon  termination/expiration  of  pass  or  badge. 

System  mana^rfs)  and  address:  Director  of  Administrative  Ser¬ 
vices,  Organization  of  the  Joint  Chiefs  of  Staff. 

Notification  procedure:  Information  may  be  obtained  from: 

Security  Division,  Directorate  of  Administrative  Services, 

OJCS. 

Room  2E949,  The  Pentagon. 

Washington,  D.C.  20301 

Telephone:  Area  Code  202/695-0866 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Chief,  Security  Division,  Directorate  of  Administra¬ 
tive  Services,  OJCS,  Pentagon,  Washington,  D.C.  20301. 

Written  requests  for  information  should  contain  the  full  name, 
rank.  Service,  social  security  account  number  of  the  individual, 
current  address,  telephone  number  and  agency  to  which  assigned  in 
OJCS  or  if  non-OJCS,  identify  current  employer.  Visits  are  limited 
to  the  Security  Division,  Directorate  of  Administrative  Services, 
Organization  of  the  Joint  Chiefs  of  Staff,  The  Pentagon,  Washing¬ 
ton,  D  C.  20301. 

For  personal  visits,  the  requesting  individual  must  provide  ac¬ 
ceptable  proof  of  identity,  such  as  full  name,  date  and  place  of 
birth  and  some  additional  verbal  information  that  can  be  verified  by 
his  'case'  record,  such  as  parents'  names,  recent  addresses,  etc. 

Contesting  record  procedures:  To  contest  the  contents  of  the 
record  and  to  appeal  initial  determinations,  the  individual  should 
contact  the  Security  Division,  Directorate  of  Administrative  Ser¬ 
vices,  Organization  of  the  Joint  Chiefs  of  Staff. 

Record  source  categories:  Personal  History  Statements  and  related 
security  forms  from  the  individual  being  considered  for  security 
clearances  or  passes;  clearance  verification  correspondence;  cor¬ 
respondence  originating  from  the  Defense  Investigative  Service  and 
other  Federal  Agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


DEFENSE  COMMUNICATIONS  AGENCY 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identi¬ 
fier.  It  is  therefore  especially  important  for  expeditious  servv^e 
when  requesting  a  record  that  particular  attention  be  provided  to 
the  Notification  and/or  Access  Procedures  of  the  particular  record 
system  involved  so  as  to  furnish  the  required  personal  identifiers, 
or  any  other  pertinent  personal  information  as  may  be  required,  to 
locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  'routine  uses'  of  the  records  have  been 
established,  that  are  applicable  to  every  record  system  meiintained 
within  the  Department  of  Defense,  unless  specif i(^y  stated  other¬ 
wise  within  a  particular  record  system.  These  additional  blanket 
routine  uses  of  the  records  are  pubUshed  below,  only  once  in  the 
interest  of  simplicity,  economy  and  to  avoid  redundancy,  before 
the  individual  record  system  notices  begin  rather  than  repeating 
them  in  every  individual  record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use.  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  im|Mmenting  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 
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PRIVACY  ACT  ISSUANCES 


ROUTINE  USE  •  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessary  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED  . 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency's 
decision  on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  made  to  a  congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry  from  the  congressional  of¬ 
fice  made  at  the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  I97S, 
will  be  disclosed  to  the  Office  of  Management  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
0MB  Circular  A-19  at  any  stage  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  •  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Com¬ 
ponent  may  be  disclosed  to  foreign  law  enforcement,  security,  in¬ 
vestigatory,  or  administrative  authorities  in  order  to  comply  with 
requirements  imposed  by,  or  to  claim  rights  conferred  in  interna¬ 
tional  agreements  and  arrangements  including  those  regulating  the 
stationing  and  status  in  foreign  countries  of  Department  of  Defense 
military  and  civilian  personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  S,  U.S.Code,  Sections  SS16,  S517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  em¬ 
ployee  or  military  member  is  or  was  subject  to  tax  regardless  of 
whether  tax  is  or  was  withheld.  This  routine  use  is  in  accordance 
with  Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  U.S.  CIVIL 
SERVICE  COMMISSION 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act 
and  maintained  by  this  component  may  be  disclosed  to  the  Civil 
Service  Commission  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessa¬ 
ry  for  the  Commission  to  carry  out  its  legally  authorized  Govern¬ 
ment-wide  personnel  management  functions  and  studies. 


ROUTINE  USE  -  DISCLOSURE  OF  INFORMATION 
TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  disclosed  as  a  routine  use  to  the  National  Archives 
and  Records  Service  of  the  General  Services  Administration  in 
records  management  inspections  conducted  under  authority  of  44 
U.S.C.  2904  and  2906. 


KCIV.OI 

System  name:  Records  Relating  to  DC  A  Transactions  under  the 
Privacy  Act  of  1974 

System  location:  Each  office  of  the  Defense  Communications 
Agency  (DCA)  worldwide  which  is  required  to  submit  information 
it  maintains  for  each  system  of  records  maintained  under  the  provi¬ 
sions  of  the  Privacy  Act  of  1974  and  records  of  information 
released  or  withheld  under  the  Act. 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel  currently  assigned  to  or  employed  by  DCA.  Also 
limited  historical  records  on  personnel  previously  assigned  or  em¬ 
ployed  by  DCA 

Categories  of  records  in  the  system:  All  types  of  records  which  re¬ 
late  to  release  or  withholding  of  data  relating  to  the  rights  of  the 
privacy  of  an  individual. 

Authority  lor  maintenance  of  the  system:  PL  93-579,  'The  Privacy 
Act  of  1974’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Civilian 
Assistant  to  the  Chief  of  Staff,  Headquarters,  DCA  for  periodic  re¬ 
porting  under  provisions  of  the  Act. 

Used  by  the  Comptroller,  Headquarters,  DCA  for  budgeting  and 
manpower  allocation  within  the  Agency. 

Used  by  the  Counsel,  Headquarters,  DCA  in  preparing  for  possi¬ 
ble  litigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  kept  in  file  cabinets  or  safes. 

Retrievabillty:  By  name  or  SSAN. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel. 

Retention  and  disposal:  Retained  for  at  least  5  years,  then  • 
destroyed. 

System  managerisy  and  address:  Civilian  Assistant  to  the  Chief  of 
Staff,  Code  104,  Headquarters,  DCA 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Civilian  Assistant  to  the  Chief  of  Staff,  Code  104, 
Headquarters,  DCA.  The  full  name  and  organizational  assignment, 
of  the  requesting  individual  will  be  required  to  determine  if  the 
system  contains  a  record  about  him  or  her.  The  requester  may  visit 
the  Office  of  the  Civilian  Assistant  to  the  Chief  of  Staff,  DCA, 
Code  104,  to  obtain  information  on  whether  the  system  contains 
records  pertaining  to  him  or  her.  As  proff  of  identity  the  requester 
should  present  either  a  current  DCA  identification  badge  or  a 
driver's  license. 

Record  access  procedures:  Contact  the  Civilian  Assistant  to  the 
Chief  of  Staff  for  assistance.  The  mailing  address  is  listed  in  the  or¬ 
ganizational  directory  of  the  DCA  published  in  the  Federal  Register 
and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Accountings  submitted  by  those  DCA 
officials  who  arc  SYSMANAGERS  of  Record  Systems  reportable 
under  the  Privacy  Act  of  1974. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KDCE.Ol 

System  name:  Visit  notification/Clearance  Verification  Records 
NR501-11. 

System  location:  Security  Branch,  Room  IA06,  Defense  Commu¬ 
nications  Engineering  Center  (DCEC),  Code  R121. 

Categories  of  individuals  covered  by  the  system:  Same  plus  indus¬ 
trial  contractors  requiring  admittance  to  the  facility  on  official  busi¬ 
ness. 
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Caicgorics  of  records  la  the  systea:  Form  listing  the  name,  date 
and  place  of  birth.  SSAN,  clearance  status,  and  basis  for  that 
clearance. 

Authority  for  malatenauce  of  the  system:  Executive  Order  10450, 
as  amended. 

Routine  uses  of  records  malatained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  official  visi¬ 
tors  to  defense  installations  and  organizations  resppnsible  for  work 
on  Defense  Department  contracts  and  verify  the  level  of  classifica¬ 
tion  to  which  each  is  authorized  access. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Destroyed  one  year  after 
revocation  of  permit  to  enter  premises. 

Storage:  File  folders. 

Retrievabilhy:  By  folder  identified  by  contractor  or  individual's 
name. 

Safeguards:  Building  security  guards.  Records  maintained  in  area 
accessible  only  to  authorized  personnel  who  are  appropriately 
cleared  and  trained.. 

Retention  and  disposal:  Records  not  permanent.  Retained  one 
year  after  revocation  then  destroyed. 

System  maaager(s)  and  address:  Chief,  security  Branch,  Defense 
Communications  Engineering  Center  (DCEC),  I860  Wiehle  Avenue, 
Reston,  Virginia  22090. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Branch,  Defense  Communications  En¬ 
gineering  Center  (DCEC), 1 860  Wiehle  Avenue,  Reston,  Virginia 
22090.  The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  the 
lequester  may  visit  the  Security  Branch,  Defense  Communications 
Engineering  Center  (DCEC)  I860  Wiehle  Avenue,  Reston,  Virginia 
22090,  to  obtain  information  on  whether  the  system  contains 
records  pertaining  to  him  or  her.  As  proof  of  identity  the  requestei 
must  present  a  current  DCA  identification  badge  or  drivers's 
license. 

Record  acccu  procedures:  Contact  the  Chief,  Security  Branch, 
Defense  Communications  Engineering  Center  (DCEC).  I860  Wiehle 
Avenue,  Reston,  Virginia  22090.  The  official  mailing  addresses  are 
in  the  Department  of  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency's  systems  notice  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Military  and  Civilian  Personnel  whose 
names  appear  on  the  form. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KDCE.02 

System  name:  Parking  Permit  Control  Files  501-07. 

System  location:  Security  Branch.  Defense  Communications  En¬ 
gineering  Center  (DCEC))  Code  RI21 

Categories  of  individuals  covered  by  the  system:  Military  and 
Civilian  personnel  employed  by  the  Defense  Communications  En¬ 
gineering  Center  (DCEC)  and  Command  and  Control  Technical 
Center  (CCTC). 

Categories  of  records  in  the  system:  Owner's  name  and  vehicle 
identification  data  and  parking  number  assigned. 

Authority  for  maintenance  of  the  system:  Federal  Property 
Management  Regulations,  Temporary  Regulation  D-47,  dated  22 
May  1974,  issued  by  the  General  Services  Administration  (GSA). 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses;  To  assign  specific  park¬ 
ing  spaces  to  personnel  so  authorized;  and  to  identify  parked  vehi¬ 
cles  when  circumstances  so  dictate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Destroyed  upon  departure  of 
individual  from  employment  with  Defense  Communications  En¬ 
gineering  Center  (DCEC)  or  Command  and  Control  Technical 
Center  (CCTC)  or  when  no  longer  authorized  to  park. 

Storage:  File  folders 

Retrievability:  By  parking  number 

Safeguards:  Building  security  guards,  records  maintained  in  area 
accessible  only  to  authorized  personnel  who  are  appropriately 
cleared  and  trained. 


Reteatioa  and  disposal:  Records  are  not  permanent.  Retained 
while  individual  is  authorized  reserved  parking,  then  destroyed. 

System  managerfs)  and  address;  Chief,  Security  Branch,  Defense 
Communications  Engineering  Center  (DCEC).  I8M  Wiehle  Avenue. 
Reston,  Virginia  22090. 

Notification  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Branch,  Defense  Communications  En¬ 
gineering  Center  (DCEC),  1860  Wiehle  Avenue,  Reston,  Virginia 
22090.  The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requester  may  visit  the  Security  Branch.  Defense  Communications 
Engineering  (Tenter  (DCEC),  I860  Wiehle  Avenue,  Reston,  Virginia 
22090  to  obtain  information  on  whether  the  system  contains  records 
pertaining  to  him  or  her.  As  proof  of  identity  the  requester  must 
present  a  current  DCA  identification  badge  or  a  driver's  license. 

Record  access  procedures:  Contact  the  Chief,  Security  Branch, 
Defense  Communications  Engineering  Center  (DCEC),  1860  Wiehle 
Avenue,  Reston,  Virginia  22090.  The  official  mailing  addresses  are 
in  the  Department  of  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency's  systems  notice  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Military  and  Civilian  personnel  whose 
names  appear  on  the  form. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KDCE.03 

System  name:  DA  Form  727  Classified  Container  Information  File 
503-02 

System  location:  Security  Branch,  Room  IA06,  Defense  Commu¬ 
nications  Engineering  Center  (DCEC),  Code  R121. 

Categories  of  individuals  covered  by  the  system:  Classified  con¬ 
tainer  information  listing  the  name,  address,  and  telephone  number 
of  each  person  authorized  access  to  the  container. 

Categories  of  records  in  the  system:  This  form  records  the  name, 
grade, address,  and  home  telephone  numbers  of  the  above  in¬ 
dividuals. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
as  amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify,  locate  and 
contact  each  person  authorized  access  when  the  need  arises. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Destroy  when  obsolete,  i.e. 
when  person  departs,  when  combination  changed,  or  when  con¬ 
tainer  no  longer  used. 

Storage:  File  folders 

Retrievability:  By  capital  property  number 

Safeguards:  Building  security  guards,  records  maintained  in  area 
accessible  only  to  authorized  personnel  who  are  appropriately 
cleared  and  trained. 

Retention  and  disposal:  After  becoming  obsolete,  file  is 
destroyed. 

System  manager(s)  and  address:  Chief,  Security  Branch,  Defense 
Communications  Engineering  Center  (DCEC).  1860  Wiehle  Avenue, 
Reston,  Virginia  22090. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Branch,  Defense  Communications  En¬ 
gineering  Center  (DCEC),  1860  Wiehle  Avenue,  Reston,  Virginia 
22090.  The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requester  may  visit  the  Security  Branch,  Defense  Communications 
Engineering  Center  (DCEC),  1860  Wiehle  Avenue,  Reston,  Virginia 
22090,  to  obtain  information  on  whether  the  system  contains 
records  pertaining  to  him  or  her.  As  proof  of  identity  the  requester 
must  present  a  current  DCA  identification  badge  or  a  driver's 
license. 

Record  access  procedures:  Contact  the  Chief,  Security  Branch, 
Defense  Communications  Engineering  Center  (DCEC),  I860  Wiehle 
Avenue,  Reston,  Virginia  22090.  The  official  mailing  addresses  are 
in  the  Department  of  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency's  systems  notice  and  should  be 
referenced  by  the  requester. 


FEDERAL  REGISTER,  VOL.  42,  NO.  1 88— WEDNESDAY,  SEPTEMBER  28,  1977 


51084 


PRIVACY  ACT  ISSUANCES 


Coatecting  record  proccdarcs:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  toarce  categories;  Military  and  Civilian  Personnel  whose 
names  appear  on  the  form. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KDEC.Ol 

System  name:  Vehicle  Registration 

System  location:  Administrative  Division.  Code  D200,  Defense 
Commercial  Communications  Office  (DECCO),  Scott  Air  Force 
Base,  Illinois 

Categories  of  individuals  covered  by  the  system:  Records  system 
contains  the  names  of  each  civilian  and  military  member  assigned 
to  the  DECCO  work  site. 

Categories  of  records  in  the  system:  Records  consist  of  Air  Force 
Form  S33,  Private  Moter  Vehicle  Registration  -  Certificate  of  Com¬ 
pliance,  original  and  duplicate  with  signature  of  the  individuals, 
who  are  required  to  fill  out  the  registration  form.  Form  contains 
name,  address,  office  code,  office  telephone  number,  social  securi¬ 
ty  account  number,  make  of  car.  color,  state  where  licensed,  and 
license  number. 

Authority  for  maintenance  of  the  system:  Executive  order  1 0450, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Chief,  Ad¬ 
ministrative  Division  to  ensure  compliance  with  the  laws  of  Illinois. 

Used  by  the  Air  Police  as  a  traffic  management  device. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Registration  forms  are  filed  in  metal  cabinet. 

Retrievabilhy:  Records  are  retrieved  by  name  of  individual. 

Safeguards:  Records  are  maintained  in  area  which  it  accessible 
only  to  authorized  personnel  who  are  properly  screened,  and  their 
duties  require  them  to  be  in  the  area  where  the  records  are  kept. 

Retention  Md  disposal:  Records  are  not  permanent.  They  are- 
maintained  taring  the  tenure  of  the  individual  on  the  base  and 
destroyed  90  days  after  his  departure. 

System  manager(s)  and  address:  Chief,  Administrative  Division, 
DECCO. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Administrative  Division,  Code  D200,  DECCO, 
Scott  Air  Force  Base,  Illinois. -The  full  name  of  the  requesting  in¬ 
dividual  will  be  required  to  determine  if  the  system  contains 
arecord  about  him  or  her.  As  proof  of  identity,  the  requestor  must 
present  a  current  DC  A  identification  badge  or  driver’s  license. 

Record  access  procedures:  Contact  the  Chief,  Administrative  Divi¬ 
sion,  Code  D2<)0,  DECCO,  Scott  Air  Force  Base,  Illinois,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester.  . 

Contesting  record  procedures:  The  Activity’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories;  Source  of  the  information  pertaining  to 
the  individual  and  his  car  is  furnished  by  the  individual. 

Systems  exempted  from  certain  provteions  of  the  act:  NONE 
KDEC.02 

System  name:  Authorization  to  Sign  for  Classified  Material  List 

System  location:  Administrative  Division,  Code  D200,  Defense 
Commercial  Communications  Office  (DECCO),  Scott  Air  Force 
Base,  Illinois 

Categories  of  individuals  covered  by  the  system:  Records  Systems 
contains  the  names  of  DECCO  personnel  who  are  authorized  to 
receive  classified  material  from  the  Commander  375  Air  Base 
Group,  Scott  Air  Force  Base,  Illinois. 

Categories  of  records  in  the  system:  Records  consist  of  retained 
copy  of  letter  containing  names  and  specimen  signatures  of 
DECCO  personnel  who  are  authorized  to  pick  up  classified  material 
from  the  375  Air  Base  Group,  Scott  Air  Force  Base,  Illinois. 

Authority  for  maintenance  of  the  system:  Executive  order  10450, 
as  amended 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Chief,  Ad¬ 
ministrative  Division,  Cdoe  D2I0,  DECCO  to  determine  which 
DECCO  personnel  are  authorized  to  pick  up  classified  mail  from 
the  375  Air  Base  Group. 

Used  by  the  Commander,  375  Air  Base  Group  to  verify  that 
DECCO  personnel  who  appear  at  the  unit  to  pick  up  classified  mail 
are  authorized  to  do  so. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage;  Records  are  filed  in  a  folder  which  is  kept  in  a  safe. 

Retrievability:  Inforfnation  is  retrieved  by  name. 

Safeguards:  Records  are  maintained  in  n  safe  in  an  area  which  is 
acbessible  only  to  authoized  personnel  who  are  properly  screened, 
cleared,  and  their  duties  require  them  to  be  in  the  area  where  the 
records  are  kept. 

Retention  and  disposal:  Records  are  not  permanent.  List  is  up¬ 
dated  as  personnel  changes  occur.  The  superseded  list  is  then 
destroyed. 

System  manager(s)  and  address:  Chief,  Administrative  Division, 
DECCO. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Administrative  Division,  Code  0200,  DECCO, 
Scott  Air  Force  Base,  Illinois.  The  full  name  of  the  requesting  in¬ 
dividual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  As  proof  of  identity,  the  requester  must 
present  a  current  DC  A  identification  badge  or  driver's  license. 

Record  access  procedures:  Contact  the  Chief,  Administrative  Divi¬ 
sion,  Code  D200,  DECCO,  Scott  Air  Force  Base,  Illinois,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  inthe 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Activity’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Names  of  the  individuals  in  the  system 
are  furnished  by  the  Chief,  Administrative  Division,  DECCO. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KDEC.03 

System  name:  Classified  Material  Receipt  Authorization  List 

System  location:  Administrative  Division,  Code  D200,  Defense 
Commercial  Communications  Office  (DECCO),  Scott  Air  Force 
Base,  Illinois. 

Categories  of  individuals  covered  by  the  system:  Records  system 
contains  names  of  DECCO  personnel  who  are  authorized  to  receive 
classified  material  upon  delivery  by  mail  room  personnel. 

Categories  of  records  in  the  system:  Records  consist  of  name,  so¬ 
cial  security  number,  and  grade  of  individuals  authorized  to  receipt 
for  classified  documents. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
as  amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Chief,  Administrative 
Division  uses  the  list  as  a  tracer  to  determine  individuals  who 
receive  classified  material. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  a  locked  safe. 

Retrievability:  Records  are  retrieved  by  name. 

Safeguards:  Records  are  maintained  in  a  safe  in  an  area  which  is 
accessible  only  to  authorized  personnel  who  are  properly  screened, 
cleared,  and  their  duties  require  them  to  be  in  the  area  where  the 
records  are  kept. 

Retention  and  disposal:  Records  are  not  permanent.  List  is  up¬ 
dated  as  personnel  changes  occur.  Superseded  list  is  then 
destroyed. 

System  manager(s)  and  address:  Chief,  Administrative  Division, 
DECCO. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Administrative  Division,  Code  D200,  DECCO. 
The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  As  proof  of 
identity,  the  requester  must  present  a  current  DC  A  identification 
badge  or  driver’s  license. 
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Record  acem  ^ocodarts:  Contact  the  Chief,  Administrative  Divi¬ 
sion,  Code  D200,  DECCO,  for  assistance.  The  mailing  address  is 
listed  in  the  organizational  directory  of  the  Defense  Communica¬ 
tions  Agency  published  in  the  Federal  Register  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures:  The  Activity's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Names  of  individuals  in  the  system  are 
furnished  by  the  Chief,  Administrative  Division,  DECCO. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KDEC.04 

System  name:  Authority  to  Review/Sign  for  Classified  Messages  at 
1918  Coni m unications  Center 

System  location:  Administrative  Division,  Code  D2I0,  Defense 
Commercial  Communications  Office  (DECCO),  Scott  Air  Force 
Base,  Illinois. 

Categories  of  Individuals  covered  by  the  system:  Records  system 
contains  the  names  of  DECCO  personnel  who  are  authorized  to 
review,  sign  for,  and  pick  up  classified  messages  in  the  Communi¬ 
cations  Center,  1918  Communications  Squadron. 

Categories  of  records  in  the  system:  Records  consist  of  a  copy  of 
a  letter  addressed  to  the  Commander,  1918  Communications 
Squadron  to  show  specimen  signatures  of  DECCO  personnel  who 
are  authorized  to  review,  sign  for,  and  pick  up  classified  messages 
at  that  unit. 

Authority  for  maintenance  of  the  system:  Executive  Order  I04S0, 
as  amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Chief,  Adminis¬ 
trative  Division,  DECCO  to  determine  which  mail  room  personnel 
are  authorized  to  review,  sign  for,  and  pick  up  classified  messages. 

Used  by  Commander,  1918  Communications.  Squadrom  to  verify 
that  specific  DECCO  personnel  who  came  to  the  Communications 
Center  to  pick  up  classified  messages  are  authorized  to  do  so. 

Policies  and  pm<ticcs  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  filed  in  a  file  folder  which  is  kept  in  a  safe. 

Retrievabllity:  Information  is  retrieved  by  name  of  individual. 

Safeguards:  Records  are  maintained  in  a  safe  in  an  area  which  is 
accessible  only  to  authorized  personnel  who  are  properly  screened, 
cleared,  and  their  duties  require  them  to  be  in  the  area  where  the 
records  are  kept. 

Retention  and  disposal:  Records  are  not  permanent.  List  is  up¬ 
dated  as  required.  The  superseded  list  is  then  destroyed. 

System  manager(s)  and  address:  Chief,  Administrative  Division, 
DECCO. 

Notificatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Administrative  Division,  Code  D210,  DECCO. 
The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  As  proof  of 
identity,  the  requester  must  present  a  current  DCA  identification 
badge  or  driver's  license. 

Record  access  procedures:  Contact  the  Chief,  Administrative  Divi¬ 
sion,  Code  D210,  DECCO,  for  assistance.  The  mailing  address  is 
listed  in  the  organizational  directory  of  the  Defense  Communica¬ 
tions  Agency  published  in  the  Federal  Register  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures:  The  Activity's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Names  of  the  individuals  in  the  system 
are  furnished  by  the  Chief,  Administrative  Division,  DECCO. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KDEC.05 

System  name:  Access  Listing  to  Classified  Material  (NATO) 

System  location:  Administrative  Division,  Code  D200,  Defense 
Commercial  Communications  Office  (DECCO),  Scott  Air  Force 
Base,  Illinois. 

Categories  of  individuals  covered  by  the  system:  Records  system 
contains  the  names  and  specimen  signatures  of  DECCO  personnel 
who  are  authorized  access  to  NATO  documents. 


Categories  of  records  in  the  system:  Records  consist  of  copy  of 
letter  sent  to  Code  240,  Headquarters,  A.  Letter  contains  names 
and  specimen  signatures  of  DECCO  personnel  who  are  NATO  con¬ 
trol  officers  and  alternates. 

Authority  for  maintenance  of  the  system:  Executive  Order  I I6S2 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Chief,  Ad¬ 
ministrative  Division  to  determine  personnel  who  are  authorized  ac¬ 
cess  to  NATO  documents. 

Policies  and  practices  for  storing,  retrieving,  secerning,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Records  are  filed  in  a  folder  which  is  kept  in  a  safe. 

Retrievabllity:  Information  is  retrieved  by  name. 

Safeguards:  Records  are  maintained  in  a  restricted  area  which  is 
accessible  only  to  authorized  personnel  who  are  properly  screened, 
cleared,  and  their  duties  require  them  to  be  in  the  area  where  the 
records  are  kept. 

Retention  and  disposal:  Records  are  not  permanent.  They  are  up¬ 
dated  when  changes  in  personnel  occur,  and  the  superseded  list  is 
destroyed. 

System  managcr(s)  and  address:  Chief,  Administrative  Division, 
DECCO. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Administrative  Division,  Code  D200,  DECCO, 
Scott  Air  Force  Base,  Illinois.  The  full  name  of  the  requesting  in¬ 
dividual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  As  proof  of  identity,  the  requester  must 
present  a  current  DCA  identification  badge  or  driver's  license. 

Record  access  procedures:  Contact  the  Chief,  Administrative  Divi¬ 
sion,  Code  D20(),  DECCO,  Scott  Air  Force  Base,  Illinois,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Activity's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Names  of  individuals  are  furnished  by 
the  Chief,  Administrative  Division,  DECCO. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KDEC.Od 

System  name:  Nominations/Enrollments  for  Training  Courses 

System  location:  Administrative  Division,  Defense  Commercial 
Communications  Office  (DECCO),  Code  D220,  Scott  Air  Force 
Base,  Illinois. 

Categories  of  individuals  covered  by  the  system:  Records  required 
on  military  and  civilian  members  who  enroll  in  government  training 
courses. 

Categories  of  records  in  the  system:  Record  indicates  personnel 
data  and  is  not  revealed  to  anyone  other  than  individuals  involved 
in  obtaining  or  allocating  classroom  spaces. 

Authority  for  maintenance  of  the  system:  S  U.S.  Code,  Chapter  41 
and  Executive  Order  11348 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  by 
Chief,  Administrative  Division  to  enroll  students  who  have  been 
selected  by  operating  officials  to  attend  government  training  cour¬ 
ses.  Information  includes  name,  social  security  number,  office 
phone,  home  phone,  home  address,  job  title,  grade,  emergency 
phone,  and  emergency  address,  and  name  of  individual  to  contact 
in  case  of  emergency. 

Policies  and  practices  tor  storing,  retrieving,  accemiug,  retaiuiug, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  kept  in  a  locked  file  cabinet. 

Retrievabllity:  Records  are  retrieved  by  name  of  trainee. 

Safeguards:  Records  are  maintained  in  area  which  is  accessible 
only  to  authorized  personnel  who  are  properly  screened,  and  their 
duties  require  them  to  be  in  the  area  where  the  records  are  kept. 

Retention  and  disposal:  Records  are  retained  five  years,  then 
destroyed. 

System  managerfs)  aud  address:  Chief,  Administrative  Division, 
DECCO,  Code  D2I0,  Scott  Air  Force  Base,  Illinois. 
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PRIVACY  ACT  ISSUANCES 


Nadfkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief.  Administrative  Division.  DECCO,  Code  D220. 
Scott  Air  Force  Base.  Illinois.  The  ftill  name  of  the  requestii^  in¬ 
dividual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  As  proof  of  identity,  the  requester  must 
present  a  current  DCA  identification  badge  or  driver’s  license. 

Record  aceem  procedures:  Contact  the  Chief,  Administrative  Divi¬ 
sion.  DECCO.  Code  D220,  Scott  Air  Force  Base.  Illinois,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agcqcy  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  DECCO’s  rules  for  access  to 
records  and  for  contesting  their  content  and  appealing  initial  deter¬ 
mination  by  the  individuals  concerned  are  set  forth  in  the  Rules  and 
Regulations  Section  of  the  Federal  Personnel  Manual. 

Record  source  categories:  Information  provided  by  individuals. 

Systems  exempted  from  certain  proviskMis  of  the  act:  NONE 
KDEC.07 

System  name:  601-11  Duty  Rosters 

System  location:  Administrative  Division.  Defense  Commercial 
Communications  Office  (DECCO),  Cixle  D210,  Scott  Air  Force 
Base,  Illinois 

Catecories  of  individuals  covered  by  the  system:  On  a  rotation 
basis  aiU  military  and  civilian  Division  Chiefs  are  on  call  after  duty 
hours  to  take  action  on  messages  received  at  the  1918  Communica¬ 
tions  Center. 

Categories  of  records  in  the  system:  Records  contain  names  and 
telephone  numbers  of  DECCO  personnel  on  call  for  duty  after 
regular  work  hours. 

Authority  for  maintenance  of  the  system:  10  U.S.  code  133(b) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Listing  is  used  to  pro¬ 
vide  names  and  home  telephone  numbers  of  individuals  who  may 
be  called  after  duty  hours. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Rosters  are  locked  in  a  file  cabinet. 

Retrievability:  Records  are  retrieved  by  name  of  designated  in¬ 
dividuals. 

Safeguards:  Records  are  stored  in  a  locked  file  cabinet. 

Retention  and  disposal:  Records  are  retained  two  years  then 
destroyed. 

System  manager(s)  and  address:  Chief.  Administrative  Division, 
Code  D210,  DECCO,  Scott  Air  Force  Base,  Illinois. 

Notification  procedure:  Records  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Administrative  Division,  Code  D210,  DECCO, 
Scott  Air  Force  Base,  Illinois.  The  full  namee  of  the  requesting  in¬ 
dividual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  The  requester  may  visit  the  Chief,  Ad¬ 
ministrative  Division,  Code  D210,  DECCO,  Scott  Air  Force  Base, 
Illinois,  to  obtain  information  on  whether  the  system  contains 
records  pertaining  to  him  or  her.  As  proof  of  identity  the  requester 
must  present  a  current  DCA  identification  badge  or  a  driver’s 
license. 

Record  access  procedures:  Contact  the  Chief,  Administrative  Divi¬ 
sion,  Code  D210,  DECCO,  Scott  Air  Force  Base,  Illinois.  The  offi¬ 
cial  mailing  addresses  are  in  the  Department  of  Defense  Directory 
in  the  appendix  to  the  Defense  Communications  Agency’s  systems 
notice  and  should  be  referenced  by  the  requester. 

Cootestiim  record  procedures:  DECCO’s  rules  for  access  to 
records  will  be  determined  by  the  Legal  Counsel  on  a  case  by  case 
basis. 

Record  source  categories:  Obtained  from  personnel  records 
retained  in  D2I0/D220. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KDEC.08 

System  name:  101-06  Request  and  Authorization  for  Temporary 
Duty  Travel 

System  location:  Administrative  Division,  Code  D210,  Defense 
Commercial  Communications  Office  (DECCO),  Scott  Air  Force 
Base,  Illinois. 

Categories  of  individuals  covered  by  the  system:  Military  and. 
civilian  members  who  travel  in  performance  of  conducting  DECCO 
business. 


Category  ol  records  in  the  system:  Provides  traveler’s  name,  so¬ 
cial  security  number,  purpose,  travel  schedule,  job  title,  days  in¬ 
volved,  cost,  and  fund  citation  to  cover  cost  of  travel. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  133(b) 

Routine  uses  of  records  maintained  la  the  system,  inriiiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Copies  are  provided  to 
the  Accounting  and  Finance  Officer,  DECCO,  Code  D532.  to  sub¬ 
stantiate  payment  of  travel  voucher  on  return  to  duty. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  a  locked  safe. 

Retrievability:  Records  are  retrieved  by  name  of  traveller. 

Safeguards:  Records  are  stored  in  a  locked  file  cabinet  and 
records  are  accessible  to  Administrative  Division  personnel  only. 

Retention  and  dbposal:  Records  are  retained  two  years  then 
destroyed. 

System  inanager(s)  and  address:  Chief,  Administrative  Division, 
DECCO,  Code  D2io,  Scott  Air  Force  Base,  Illinois. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  DECCO,  (Tode  D210,  Scott  Air  Force  Base,  Il¬ 
linois.  The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  As 
proof  of  identity,  the  requester  must  present  a  current  DCA 
identification  badge  or  driver's  license. 

Record  access  procedures:  Contact  the  Chief,  Administrative  Divi¬ 
sion,  DECCO,  Code  D210,  Scott  Air  Force  Base,  Illinois,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  DECCO’s  rules  for  access  to 
records  will  be  referred  to  the  Legal  Counsel  on  a  case  by  case 
basis. 

Record  source  categories:  Provided  by  traveler. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE  ^ 
KEUR.02 

System  name:  DCA  Form  605,  Personnel  Data  Sheet. 

System  location:  Management  Support  Division,  Defense  Commu¬ 
nications  Agency  Europe  (DCA-FUR),  APO  New  York  09131. 

Categories  of  individuals  covered  by  the  system:  All  personnel  as¬ 
signed  to  DCA  Europe. 

Categories  of  records  in  the  system:  Records  consist  of  informa¬ 
tion  on  each  individual  including  name,  grade,  SSAN,  date  and 
place  of  birth,  permanent  home  address,  marital  and  dependent 
status,  passport  number,  rotation  date,  forwarding  address,  date  of 
rank.  PAFSC/MOS/NEC.  date  reported.  SAFC/MOS/NEC,  civilian 
and  military  education,  BASD/TAFMSD,  residence  and  duty  phone 
numbers,  and  emergency  addressee. 

Authority  for  nmintenance  of  the  system:  10  U.S.code  133(b) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintained  for  use  by 
the  Management  Support  Division  as  a  reference  file  and  routine  or 
emergency  locator  file. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  maintained  in  file  folders 

Retrievability:  Records  filed  alphabetically  by  last  name  of  in¬ 
dividuals. 

Safeguards:  Records  maintained  in  a  locked  container  accessible 
to  authorized  personnel  only.  Military  police  are  posted  at  entrance 
of  the  building. 

Retention  and  dLsposal:  Record  maintained  for  one  year  after  de¬ 
parture  of  individual  then  destroyed. 

System  manager(s)  and  addres:  Management  Support  Division, 
DCA  Europe.  APO  New  York  09131 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Management  Support  Division,  DCA-Europe, 
APO  New  York  ()913L  l^e  full  name  of  the  requesting  individual 
will  be  required  to  determine  if  the  system  contains  a  record  about 
him  or  her.  As  proof  of  identity,  the  requester  must  present  a  cur¬ 
rent  E>CA  identification  badge  or  driver’s  license. 

Record  access  procedures:  Contact  the  Chief,  Management  Sup¬ 
port  Division,  D<JA-Europe,  APO  New  York  09131,  for  assistance, 
^e  mailing  address  is  listed  in  the  organizational  ^rectory  of  the 
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Defense  Communications  Agency  published  in  the  Federal  Register 
and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  for  contesting  contents  and  appealing  initial  determinations 
by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER.  ^ 

Record  source  categories:  All  information  is  provided  by  the  in¬ 
dividual  upon  initial  assignment. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KEUR.03 

System  name:  Incident  Report  File 

System  location:  Management  Support  Division.  Defense  Commu¬ 
nications  Agency  Europe  (DCA-EL'R),  APO  New  York  09131. 

Categories  of  individuals  covered  by  the  system:  Any  per- 
soneUmilitary  or  civilian)  assigned  to  DCA  Europe  involved  in  a 
traffic,  financial,  criminal  or  other  incident  which  is  reported  to  the 
Commander  DCA  Europe  for  information  or  necessary  action. 

Categories  of  records  in  the  system:  Copies  of  Reports  of  In¬ 
vestigation,  MiUtary  Police  Incident  Reports,  Traffic  tickets, letters 
of  Notification  of  Dishonored  checks,  and  correspondence  or  docu¬ 
ments  concerning  other  matters  brought  to  the  attention  of  the 
Commander  DCA  Europe  relating  to  personnel  assigned  to  this 
Command. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code'133(b) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintained  as  a 
reference  file  for  use  by  the  Commander  DCA  Europe  to  document 
required  actions  taken  in  response  to  reports  and  notification  of  in¬ 
cidents  involving  assigned  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Recoids  are  stored  in  file  folders. 

Retrievability:  Information  is  retrieved  by  name  of  the  individual. 

Safeguards:  Records  are  maintained  in  a  locked  security  file  con¬ 
tainer  and  may  be  accessed  only  by  the  Commander,  Deputy  Com¬ 
mander,  Chief,  Management  Support  Division,  or  other  persons 
specifically  designated  by  the  Commander. 

Retention  and  disposal:  Records  are  maintained  in  an  active  file 
during  the  period  of  the  individual's  assignment  to  DCA  Europe 
and  destroyed  on  his  or  her  departure. 

System  manager(s)  and  address:  Commander,  DCA  Europe,  APO 
New  York  09131 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  CMef,  Management  Support  Division,  DCA-Europe, 
APO  New  York  09131.  The  full  name  of  th^  re(|uesting  individual 
will  be  required  to  determine  if  the  system  contains  a  record  about 
him  or  her.  As  proof  of  identity,  the  requester  must  present  a  cur¬ 
rent  DCA  identification  badge  or  driver's  license. 

Record  access  procedures:  Contact  the  Chief,  Management  Sup¬ 
port  Division,  DCA-Europe,  APO  New  York  09131,  for  assistance. 
The  mailing  address  is  listed  in  the  or^nizational  ^rectory  of  the 
Defense  Communications  Agency  pubhshed  in  the  Federal  Register 
and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  is  obtained  from  reports, 
documents,  and  correspondence  received  from  Civilian  and  Military 
Police  Service  Investigative  Agencies,  Military  Exchange  and  Com¬ 
missary  systems,  or  any  other  agency  or  individual  that  reports  in¬ 
formation  of  an  incident  nature  to  the  Commander  DCA  Europe. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
KEUR.M 

System  name:  Security  Clearance  File 

System  location:  Management  Support  Division,  Defense  Commu¬ 
nications  Agency  Europe  (DCA-EUR),  APO  New  York  09131. 

Categories  of  individuals  covered  by  the  system:  All  personnel  as¬ 
signed  to  DCA  Europe 

Categories  of  records  in  the  system:  File  contains  roster  by  name 
and  social  security  number  which  reflects  the  US  and  NATO 
security  clearances  held  by  DCA  Europe  personnel. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
as  amended. 


Routine  uses  of  records  maintained  in  the  system,  Inciuding  cate|o- 
ries  of  users  and  the  purpoaes  of  such  uaes:  Information  is  main¬ 
tained  as  a  centralize  reference  document  for  verification  of 
security  clearances  held  by  DCA  Europe  personnel. 

Clearances  are  certified  to  other  US  government  agencies  as 
required 

Policies  and  practices  for  storing,  retrieving,  accessing,  retafadng, 
and  disposing  of  records  in  the  system: 

Storage:  Roster  is  stored  in  a  locked  file  container. 

Retrievability:  Information  is  retrieved  by  name. 

Safegiurds:  Roster  is  maintained  in  a  locked  file  container  with 
access  limited  to  authorized  personnel  only. 

Retention  and  disposal:  Records  are  maintained  during  the  period 
of  current  employment  with  DCA  EUR  &  noncurrent  information 
is  deleted  from  the  file  at  the  time  of  departure  of  individual. 

System  managerfs)  and  address:  Management  Support  Division, 
Code  E200,  DCA  Europe.  APO  New  York  09131 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Management  Support  Division,  DCA-Europe, 
APO  New  York  09131.  1^  full  name  of  the  requesting  individual 
will  be  required  to  determine  if  the  system  contains  a  record  about 
him  or  her.  As  proof  of  identity,  the  requester  must  present  a  cur¬ 
rent  DCA  identification  badge  or  driver’s  Ucense. 

Record  aceem  procedures:  Contact  the  Chief,  Management  Sup¬ 
port  Division,  IXTA-Euri^,  APO  New  York  09131,  for  assistance. 
The  mailing  address  is  listed  in  the  organizational  directory  of  the 
Defense  Communications  Agency  published  in  the  Federal  Raster 
and  should  be  referenced  by  the  requester. 

Contesting  record  procadurcs:  The  agency’s  rules  for  access  to 
records  &  for  contesting  contents  &  appealing  initial  determinations 
by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  maintained  on  the  roster  is 
obtained  from  the  original  clearance  certification  by  HQ  DCA  and 
documents  signed  by  the  individual  which  acknowledge  receipt  of 
additional  access. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KEUR.OS 

System  name:  Classified  Container  Information  Forms 

System  location:  Office  of  Security  Officer,  Headquarters, 
Defense  Communications  Agency  Europe  (DCA-EUR),  ATO  New 
York  09131. 

Categories  of  individuals  covered  by  the  system:  Persons  who  have 
been  designated  for  access  to  the  containers  and  who  may  be  con¬ 
tacted  for  access  in  case  of  emergency. 

Categories  of  recoiAi  in  the  system:  Retained  copies  of  DA  Forms 
727,  which  contain  name,  home  address,  and  phone  number  of  in¬ 
dividual. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  includi^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  maintain  current 
designation  of  persons  who  may  be  contacted  for  access  to  the  con¬ 
tainer. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Forms  maintained  in  locked  file  cabinet. 

Retrievability:  Information  is  retrieved  by  name  of  individual. 

Safegna^:  Containers  are  located  in  locked  or  controlled  access 
areas.  Military  police  are  posted  at  entrance  of  the  building. 

Retention  and  disposal:  Forms  are  renewed  every  six  months  or 
when  any  individual  having  access  to  the  container  departs,  and 
then  destroyed. 

System  managerfs)  and  address:  Security  Officer,  DCA  Europe, 
APO  NY  09131 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Management  Support  Division,  DCA-Europe, 
APO  New  York  ()9I31.  The  full  name  of  the  requesting  individual 
.will  be  required  to  determine  if  the  system  contains  a  record  about 
hiih  or  her.  As  proof  of  identity,  the  requester  must  present  a  cur¬ 
rent  EICA  identification  badge  or  driver’s  license. 

Record  access  procedures:  Contact  the  Chief,  Management  Sup¬ 
port  Division,  D(JA-Europe,  APO  New  York  09131,  for  asststance. 
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PRIVACY  ACT  ISSUANCES 


The  mailing  address  is  listed  in  the  organizational  directory  of  the 
Defense  Communications  Agency  published  in  the  Federal  Register 
and  should  be  referenced  by  the  requester. 

Coatesdiw  record  pnKcdures:  The  Agency’s  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  intial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Individuals  designated  by  Division  Su¬ 
pervisors. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
KEUR.07 

System  name:  Postal  Directory  File 

System  location:  Management  Support  Division,  Defense  Commu¬ 
nications  Agency  Europe  (DCA-EUR),  APO  New  York  09131,  and 
Field  Offices. 

Categories  of  individuals  covered  by  the  system:  All  individuals 
currently  assigned  to  DCA  Europe  and  those  who  departed  within 
preceeding  12  months. 

Categories  of  records  in  the  system:  Records  consist  of  change  of 
address  recorded  on  DA  Form  395S  (change  of  address  and  directo¬ 
ry  record). 

Authority  (or  maintenance  of  the  system:  U.S.A.  Postal  Manual, 
Chapter  1,  Part  158. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Card  files  are  maintained 
by  the  Commander  APO  09131  Post  Office,  and  the  APO  Mail  Dis¬ 
tribution  Center  for  the  Stuttgart,  Germany  area  located  at  Wallace 
Barracks.  Files  are  also  maintained  at  Postal  Facilities  servingg  the 
Field  Offices:  Worms  -  APO  09056,  UK  -  APO  09378,  Naples  - 
FPO  09524,  Athens  -  APO  09223. 

Information  is  used  by  SYSMANAGER  to  direct  mail  delivery  to 
the  proper  address. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  card  file  boxes  in  the  mail  room. 

Retrievahility:  Information  is  retrieved  by  name  of  individual  and 
organizational  assignment. 

Safeguards:  Records  are  maintained  in  rooms  approved  for  the 
storage  of  US  mail  and  are  accessible  only  to  authorized  personnel. 
Military  police  are  posted  at  the  entnmee  of  the  building. 

Retentioa  and  disposal:  Records  are  maintained  in  an  active  file 
during  period  of  current  assignment  to  DCA  Europe  and  for  one 
year  ^ter  departure,  at  which  time  they  are  destroy^. 

System  manager(s)  and  address:  Management  Support  Division, 
DCA  Europe,  APO  New  York  09131 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  SYSMANAGER. 

Record  access  procedures:  Contact  the  (Thief,  Management  Sup¬ 
port  Division,  DCA-Europe,  APO  New  York  09131,  for  assistance. 
The  mailing  address  is  listed  in  the  organizational  directory  of  the 
Defense  Communications  Agency  published  in  the  Federal  Register 
and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  irtitial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  is  provided  by  individuals 
upon  initial  assignment  to  DCA  Europe. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KEUR.08 

System  name:  Travel  Order  and  Voucher  File 

System  location:  Management  Support  Diviskm,  Defense  Conunu- 
nications  Agency  Europe  (DCA-EUR),  APO  New  York  09131. 

Categories  of  individuals  covered  b^  the  system:  All  personnel  who 
perform  official  travel  under  orders  issued  by  DCA  Europe 

Categories  of  records  in  the  system:  Records  in  the  system  consist 
of  travel  orders,  transportation  requests,  commercial  carrier  trans¬ 
portation  tickets,  travel  advance  vouchers,  records  of  travel  claims 
and  payments.  I^ta  in  the  system  includes  the  individual’s  name, 
SSAN,  home  phone  and  address,  and  other  pertinent  travel  infor¬ 
mation. 

Anthority  for  maintenance  of  the  system:  10  U.S.  Code  133(b) 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reco^s  maintained  oy 
SYSMANAGER  for  budget  and  accounting  purposes  to  verify 
amounts  actually  spent  for  travel,  and  for  control  of  an  accounta- 
biUty  for  travel  orders  issued  by  IXTA  Europe. 

Used  by  prosecution  authorities  in  case  of  fraud. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  maintained  in  file  folders. 

Retrievahility:  Records  filed  sequentially  by  travel  order  number. 

Safeguards:  Records  maintained  in  locked  file  containers  accessi¬ 
ble  only  to  authorized  personnel.  Military  police  arc  posted  at 
building  entrance  during  duty  hours. 

Retention  and  disposal:  Records  are  maintained  for  two  calender 
years  and  then  destroyed.  * 

System  manager(s)  and  address:  Management  Support  Division, 
DCA-Europe,  APO  New  York  09131 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Management  Support  Division,  Defense  Commu¬ 
nications  Agency  Europe,  APO  New  York,  09131.  The  full  name  of 
the  requesting  individual  will  be  required  to  determine  if  the  system 
contains  a  record  about  him  or  her.  As  proof  of  identity,  the 
requester  must  present  a  current  E)CA  identification  badge  or 
driver’s  license. 

Record  access  procedures:  Contact  the  Chief,  Management  Sup¬ 
port  Division,  DCA-Europe,  APO  New  York  09131,  for  assistance. 
The  mailing  address  is  listed  in  the  organizational  directory  of  the 
Defense  Communications  Agency  published  in  the  Federal  Register 
and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  determinations  by  the  individual  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Record  source  categories:  Personal  information  is  obtained  from 
individual  travelers  and  entered  on  the  travel  order  form. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KMIN.OI 

System  name:  Minority  Identification  File  List 

System  location:  Office  of  the  Director  of  Equal  Employment  Op¬ 
portunity,  Headquarters,  Defense  Communications  Agency  (E)CA), 
Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  Each  civilian  em¬ 
ployee  of  DCA. 

Categories  of  records  in  the  system:  Employee’s  name;  social 
security  number;  grade  and  step;  salary,  job  title;  race  or  national 
origin;  sex;  DCA  office  code;  and  occupaUon  code. 

Authority  (or  maintenance  of  the  system:  Federal  Personnel 
Manual  Chapter  713,  Section  3-4(c)  ’Use  of  Statistical  Data;  Agen¬ 
cy  Self-Evaluation.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  exclusively  by  the 
Director  of  Equal  Employment  Opportunity  in  studies  and  analyses 
that  contribute  affirmatively  to  achieving  the  objectives  of  the 
Equal  Employment  Opportunity  Program.  That  is,  the  list  is  used  to 
identify  whether  or  not  amy  bias  patterns  may  exist  in  hiring,  ad¬ 
vancement,  and  training  opportunities  and  also  to  provide  informa¬ 
tion  to  the  Civil  Service  Coiiunission  in  affirmative  action  plans. 

Polkks  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  record  is  stored  in  a  locked  file  cabinet. 

Retrievahility:  Retrieved  by  the  grade,  job  title,  race  or  sex  of 
employees,  and  SSAN. 

Safeguards:  Building  employs  security  guards.  List  locked  in  file 
cabinet.  Only  the  Director  of  Equal  Employment  Opportunity  has 
access. 

Retentioa  and  disposal:  The  record  is  destroyed  annually. 

System .  manager(>)  umI  address;  Director  of  Equal  Employment 
Opportunity,  Headquarters,  DCA  (ATTN:  Code  107),  Washington, 
D.<:.  20305. 

Nodfleatioa  proccdore:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Director  of  Equal  Employ ment  Opportunity, 
Headquarters,  DCA,  Code  107.  The  individual’s  full  name  and  or¬ 
ganization  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  The  requester  may  visit  the  Office  of 
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Equal  Employment  Opportunity,  Headquarters,  DCA,  Code  107,  to 
obtain  information  on  whether  the  system  contains  records  pertain¬ 
ing  to  him  or  her.  Proof  of  identity  will  be  by  presentation  of  cur¬ 
rent  DCA  identification  badge  or  a  driver's  license. 

Record  access  procedures:  Contact  the  Director  of  Equal  Employ¬ 
ment  Opportunity,  Headquarters,  DCA,  Code  107,  for  assistance  in 
this  regard.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

CootestiiM  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Personnel  Processing  Clerks  and  per¬ 
sonnel  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KNCS.Ol 

System  name:  National  Commupications  Systems  Continuity  of 
Operations  Plan  (NCS  COOP). 

System  location:  Office  of  the  Manager,  National  Communica¬ 
tions  Systems,  8th  and  South  Court  House  Road,  Arlington,  Vir¬ 
ginia  22204. 

Categories  of  individuals  covered  by  the  system:  All  members  of 
the  National  Communications  Systems  Staff. 

Selected  individuals  of  the  National  Communications  Systems/ 
Defense  Communications  Agency  Operations  Center  (NCS 
DCAOC). 

Selected  telecommunications  officials  of  the  major  and  minor 
NCS  Operating  Agencies  and  selected  personnel  of  Federal  agen¬ 
cies  in  the  Washington  Metropolitan  Area. 

Selected  key  personnel  of  the  commercial  communications  car¬ 
riers,  for  example,  American  Telephone  &  Telegraph  (AT&T)  Com¬ 
pany,  Chesapeake  &  Potomac  (C&P)  Telephone  Company,  Western 
Union  Telegraph  Company,  etc. 

Categories  of  records  in  the  system:  File  contains  a  plan  which 
provides  the  guidance  and  procedures  for  insuring  the  continuity  of 
operations  of  the  Office  of  the  Manager,  NCS,  and  the 
NCS/DCAOC  in  the  event  of  enemy  attack,  periods  of  international 
crisis,  tension,  or  national  catastrophe.  It  provides  a  roster  giving 
the  office  and  residence  phone  numbers  of  personnel  to  contact  as 
as  emergency  situation  develops. 

Authority  for  mainteuance  of  the  system:  Presidential  Memoran¬ 
dum,  Subject:  Establishment  of  the  National  Communications 
System,  21  August  1%3. 

Routiiw  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  of  the  Manager, ' 
NCS  -  To  apprise  individuals  on  the  staff  of  their  responsibilities 
and  emergency  relocation  assignments  in  conditions  of  emergency. 

Selected  telecommunications  officials  of  the  NCS  -  Certain 
designated  personnel  of  Office  of  Telecommunications  Policy 
(OTP),  Executive  Office  of  the  President,  the  Executive  Agent  of 
the  NCS  (who  is  the  Secretary  of  Defense),  the  Department  of 
State,  Department  of  Defense,  Federal  Aviation  Administration, 
General  ^rvices  Administration,  National  Aeronautics  and  Space 
Administration,  and  the  Central  IntelliMnce  Agency  use  this  plan 
as  their  guidance  for  procedures  to  follow  under  conditions  of 
emer^ncy.  Provides  them  the  focal  point  for  contacts  and  coor¬ 
dination  on  short  notice. 

Certain  telecommunications  officials  of  the  Office  of  Telecom¬ 
munications  Policy,  Executive  Office  of  the  President,  the  Execu¬ 
tive  Agent  of  the  NCS  (who  is  the  Secretary  of  Defense),  the  De- 
partnMnt  of  State,  the  Department  of  Defense,  Federal  Aviation 
Administration,  General  Services  Administration,  Central  Intel¬ 
ligence  Agency,  Energy  Research  and  Development  Administration, 
t^  Department  of  Commerce  and  Department  of  the  Interior.  -  To 
be  informed  of  their  responsibilities  in  the  face  of  worsening  emer¬ 
gency  conditions  and  to  know  where  to  report. 

Selected  personnel  of  the  following  commercial  earners:  AT&T 
Company,  offices  in  New  York  and  and  Washington,  D.C.,  C&P 
Telephone  Company  Headquarters,  General  Telephone  and  Elec¬ 
tronics,  International  Telephone  &  Telegraph  (IT&T)  Corporation, 
offices  in  New  York  and  Washington,  D.C.,  Radio  Corporation  of 
America  Company,  offices  in  New  York,  San  Francisco,  California 
and  Washington,  D.C.,  Western  Union  International  and  Western 
Union.  -  To  be  knowledgeable  of  current  telecommunications 
problems  so  that  certain  priorities  for  support  and  services  can  be 
coordinated  with  designated  Federal  officials. 


Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  This  is  a  classified  plan  filed  in  standard  secure  safes. 

Retrievability:  Filed  by  category  of  plan. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  This  is  a  permanent  plan.  It  will  be  an  ac¬ 
tive  file  indefinitly  and  will  be  updated  periodically  by  the 
Manager,  NCS. 

Sy^m  manager(s)  and  address:  The  Manager,  National  Commu¬ 
nications  System,  Washington,  D.C.  20305. 

Notification' procedure:  Information  may  be  obtained  fronvthe  Of¬ 
fice  of  NCS  Plans  and  Operations,  8th  and  South  Court 'House 
Road,  Arlington,  Virginia  22204. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  Manager,  National  Communications  System, 
Washington,  D.C.  20305. 

Written  requests  should  contain  the  full  name  of  the  individual, 
current  address  and  telphone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification. 

Contesdng  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Informal  coordination  with  representa¬ 
tives  of  the  agencies  concerned.  Informal  telephonic  coordination 
with  personnel  of  the  common  carriers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KNCS.02 

System  name:  National  Communications  System  (NCS)  Plan  for 
Emergencies  and  Major  Disasters. 

System  location:  Office  of  the  Manager,  National  Communica¬ 
tions  System,  8th  and  South  Court  House  Road,  Arlington,  Virginia 
22204. 

Categories  of  individuals  covered  by  the  system:  Federal  Disaster 
Assisstance  Administration  (FDAA)  Regionsd  Directors. 

General  Services  Administration  (GSA)  Regional  Emergency 
Communications  Coordinators. 

Selected  members  of  the  National  Communications  Sysytem 
Staff. 

Defense  Civil  Preparedness  Agency  (DCPA)  Regional  Directors. 

Categories  of  records  in  the  system:  File  contains  a  plan  which 
prescribes  procedures  for  providing  communication  support  in  Pre- 
sidentially  declared  emergency  and  major  disaster  operations.  It 
provides  the  names,  office  and  residence  phone  numbers  of  the  key 
Federal  personnel  nationwide  to  contact  and  coordinate  communi¬ 
cations  support  in  emergencies  and  major  disasters. 

Authority  for  maintenance  of  the  system:  Presidential  Memoran¬ 
dum,  Subject:  Establishment  of  the  National  Conununications 
System,  21  August  1%3. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  of  the  Manager, 
NCS  -  To  ensure  that  F^eral  agencies  and  certain  telecommumca- 
tions  officials  understand  what  their  responsibilities  and  functions 
are  in  pre-disaster  planning. 

Regional  representatives  of  FDAA,  GSA,  and  DCPA  -  To  know 
under  which  conditions  of  emergency  they  are  to  function  and  what 
roles  they  perform  under  each  phase. 

personnel  assigned  to  States'  Emergency  Operations  Center  To 
know  where  the  focal  points  are  to  contact  for  assistance. 

Quasi-government  agencies  -  (i.e.,  American  National  Red  Cross) 
-  To  know  where  the  focal  points  are  to  contact  for  assistance. 

Major  US  telephone  companies  -  To  be  informed  on  the  plan  and 
which  regional  representative  will  be  contacting  the  telephone  com¬ 
panies  for  assistance  in  conditions  of  disaster. 

All  Federal  departments  and  agencies  of  the  US  Government  in 
the  Washington  Metropolitan  area  -  To  be  knowledgeable  of  the 
provisions  made  in  the  plan  to  assist  their  agencies  located  outside 
the  Washington  Metropolitan  area. 

Polieics  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  plan  is  filed  in  the  office  bookcases. 

Retrievability:  Filed  by  category  of  plan. 
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Safcfwutis:  Buildings  employ  security  gtwds.  Records  are  main¬ 
tained  in  areas  accesible  only  to  authorized  personnel  that  are 
property  screened,  cleared  and  trained. 

Rctentioo  and  disposal:  This  is  a  ^rmanent  plan.  It  will  be  an  ac¬ 
tive  file  indefinitely  and  will  be  updated  periodically  by  the 
Manager,  NCS. 

System  nmnagerfs)  mid  address:  The  Manager,  National  Commu¬ 
nications  System,  Washington,  D.C.  2030S 

Notification  procedure:  Information  may  be  obtained  from  the  Of¬ 
fice  of  NCS  Plans  and  Operations,  8th  and  South  Court  House 
Road,  Arlington,  Virginia  2l204. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  Manager,  National  Communications  Systems, 
Washington,  D.C.  2030S. 

Written  requests  should  contain  the  full  name  of  the  individual, 
current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Names  of  re^onal  representatives,  state 
officials,  and  Federal  agency  representatives  secured  through  an  In¬ 
teragency  Task  Group  established  for  the  purpose  of  publishing  the 
plan  vrith  this  information.  Information  on  major  US  telephone 
companies  secured  from  an  American  Telephone  &  Telegraph 
Company  Washington  office  representative. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KNCS.03 

System  name:  National  Communications  System  Emergency  Action 
Group  (NEAG) 

System  location:  Office  of  the  Manager,  National  Communica¬ 
tions  System  (NCS),  &th  and  South  Court  House  Road,  Arlington, 
Virginia  22204.  ' 

Categories  of  individuals  covered  by  the  system:  Selected  commu¬ 
nications  officials  of  the  major  operating  agencies  of  the  National 
Communications  System  who  are  designed  by  name  as  members  of 
an  interagency  telecommunications  group  (NEAG)  which  is  con¬ 
vened  under  national  communications  emergencies. 

Selected  personnel  on  the  National  Communications  System 
Staff. 

Categories  of  records  in  the  system:  This  file  contains  the  objec¬ 
tives,  membership  and  activation  procedures  for  the  National  Com¬ 
munications  System  Emergency  Action  Group  (NEAG)  which  is  an 
on-call  interagency  telecommunications  group  whose  purpose  is  to 
assist  the  Manager,  NCS,  in  dealing  with  national  communications 
emergencies.  This  NCS  Instruction  45-1  lists  the  members  of  the 
group  by  name  and  gives  the  office  and  residence  phone  numbers. 

Authority  for  maintenance  of  the  system:  Presidential  Memoran¬ 
dum,  Subject:  Establishment  of  the  National  Communications 
System,  21  August  1%3. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  of  the  Manager, 
NCS,  -  To  inform  the  NCS  staff  of  its  responsibilities  under  condi¬ 
tions  of  a  worsening  emergency  and  who  to  contact  in  the  Federal 
agencies  to  keep  them  apprised. 

Selected  telecommunications  officials  of  the  Major  Operating 
Agencies  of  the  NCS  which  are:  Department  of  State,  Department 
of  Defense,  Federal  Aviation  Admimstration,  General  Services  Ad¬ 
ministration,  National  Aeronautics  and  Space  Administration,  and 
the  Central  Intelligence  Agency  ~  To  be  informed  on  the  conditions 
of  emergency  under  which  the  NEAG  convenes  and  the  total  mem¬ 
bership  thereof  for  purposes  of  immediate  coordination. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  This  is  a  classified  directive  which  is  filed  in  standard 
secure  safes. 

Retrievahility:  Fded  by  category  of  plan. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  di^Mml:  This  is  a  permanent  directive.  It  will  be 
an  active  file  indefmitely  and  will  be  up-dated  periodically  by  the 
Manager,  NCS. 
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System  manager(s)  and  address:  The  Manager,  National  Commu¬ 
nications  System,  Washington,  D.C.  20305. 

Notifkation  procedure:  Information  may  be  obtained  from  the  Of¬ 
fice  of  NCS  Plans  and  Operations,  8th  and  South  Court  House 
Road,  Arlington,  Virginia  2l204. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  Manager,  National  Conununications  System, 
Washington,  D.C.  20305. 

Writteq  requests  should  contain  the  full  name  of  the  individual, 
current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Informal  coordination  with  representa¬ 
tives  of  the  NCS  member  agencies  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KPAC.Ol 

System  name:  Classified  Container  Information  Form  DA  727 

System  location:  Headquarters,  Defense  Communications  Agency 
Pacific  (DCA-PAC),  APO  San  Francisco  %515 

Categories  of  individuals  covered  by  the  system:  Any  DCA-PAC 
employee  who  is  responsible  for  the  combination  of  a  vault  or  con¬ 
tainer  used  for  the  storage  of  classified  material. 

Categories  of  records  in  the  system:  DA  Form  727  which  contains 
name,  address,  and  phone  number. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
as  amended. 

Routine  uses-of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  obtain  the 
names  of  persons  who  have  direct  knowledge  of  the  combination  of 
a  safe  or  vault. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  safe. 

Retrievahility:  Filed  numerically  by  divisions. 

Safeguards:  Records  are  maintained  in  a  locked  vault. 

Retention  and  disposal:  Destroyed  when  obsolete. 

System  manager(s)  and  address:  Security  Officer,  Defense  Com¬ 
munications  Agency  Pacific,  APO  San  Francisco,  California  %515. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  S^urity  Officer,  Defense  Communications  Agency 
Pacific,  APO  San  Francisco,  California,  %515.  The  full  name  of 
the  requesting  individual  will  be  required  to  determine  if  the  system 
contains  a  record  about  him  or  her.  The  requestor  may  visit  the 
Security  Officer,  DCA-PAC,  APO  San  Francisco  %515,  to  obtain 
information  on  whether  the  system,  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  a  cur¬ 
rent  EKDA  identification  badge  or  a  driver's  license. 

Record  access  procedures:  Contact  the  Security  Officer,  DCA- 
PAC,  APO  San  Francisco,  CTalifomia  96515.  The  official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  Directory  in  the  appendix 
to  the  Defense  Conununications  Agency'S  systems  notice  and 
should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER.^ 

Record  source  calories:  Security  Officer,  DCA-PAC,  APO  San 
Francisco,  California  %515. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KPAC.02 

System  name:' Authorization  to  sign  for  classified  material  lists. 

System  location:  Primary  Systems  Management.  Defense  Commu¬ 
nications  Agency  Pacific,  (DCA-PAC),  ATTN:  P200,  APO  San 
Francisco,  California  %515. 

Decentralized  Segments  •  Individual  divisions  of  E>CA-PAC 

Categories  of  individuals  covered  by  the  system:  All  employees  of 
DCA-PAC  authorized  to  receipt  for,  have  custody  of  or  access  to 
classified  material  by  level  and  type  of  classifiaction. 
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Categories  of  records  in  the  system:  Records  include  lists  of  in- 
dividums  authorized  to  receipt  for  or  have  access  to  classified 
material,  appointing  letters  as  primary  and  alternate  custodians, 
control  officers,  etc.,  and  other  miscellaneous  documents. 

Anthoiity  for  maintenance  of  the  system:  Executive  Order  104S0, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pni^poses  of  such  uses:  Information  from  these 
files  is  used  to  determine  who  has  authority  to  receipt  for  and 
maintain  custody  of  classified  material. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  paper  records  stored  in  file  folders 

RetrievahiUty:  Records  are  filed  by  the  type  of  material  the  in¬ 
dividual  is  authorized  access. 

Safeguards:  Records  are  stored  in  locked  vault  or  with  copies 
maintained  in  locked  file  cabinets  in  the  office  of  the  division  to 
which  the  file  is  applicable. 

Retentioo  and  disposal:  Records  are  maintained  during  the  period 
the  employee  is  authorized  access  to  the  particular  material,  then 
destroyed. 

System  managcr(s)  and  address:  Security  Officer,  Defense  Com¬ 
munications  Agency  Pacific,  APO  San  Francisco,  California  %S1S. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Security  Officer,  DCA-PAC,  APO  San  Francisco, 
California  %S1S.  The  full  name  of  the  requesting  individual  will  be 
required  to  determine  if  the  system  contains  a  record  about  him  or 
her.  The  requester  may  visit  the  Security  Officer,  DCA-PAC,  APO 
San  Francisco,  California,  %S1S,  to  obtain  information  on  whether 
the  system  contains  records  pertaining  to  him  or  her.  As  proof  of 
identity  the  requester  must  present  a  current  DCA  identtfication 
Badge  or  a  driver’s  license. 

Record  access  procedures:  Contact  the  Security  Officer,  DCA- 
PAC,  APO  San  Francisco,  California,  %S1S.  The  official  mailing 
addresses  are  in  the  Department  of  Defense  Directory  in  the  appen¬ 
dix  to  the  Defense  Communications  Agency’s  systems  notice  and 
should  be  referenced  by  the  requester. 

Coatesdng  record  procedures:  The  DCA  rules  for  access  to 
records  and  for  contesting  contents  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Information  obtained  from  the  Army, 
Navy,  Air  Force,  Ci^  Service  Commission  filess  or  security  files 
of  DCA  Headquarters. 

Systems  exempted  from  certain  provisioiis  of  the  act:  NONE 
KPAC.03 

System  name:  420-20  permanent  change  of  station  and  temporary 
duty  travel  order  file. 

System  location:  Primary  System,  Management  Support  Division, 
Headquarters,  Defense  Communications  Agency  Pacific  (DCA- 
PAC),  APO  San  Francisco  %S1S 

Decentralized  segments:  NCS  PEARL  Harbor,  FPO  San  Fran¬ 
cisco,  California  9^10;  CCPD  WBO,  NAS  Barbers  Point,  FPO  San 
Francisco,  California  %611,  and  appropriate  offices  of  the  Army, 
Navy,  and  Air  Force. 

Categories  of  individuals  covered  by  the  system:  Those  DCA-PAC 
personnel  who  are  required  to  perform  temporary  travel  and  in¬ 
dividuals  who  are  transferred  from  this  headquarters  on  permanent 
change  of  station  orders  issued  by  competent  authority. 

Categories  of  records  in  the  systm:  Records  would  include  copies 
of  origmal  travel  order,  travel  claims  and  subs^tiating  documents, 
i.e.,  receipts  for  car  rental,  air  line  tickets,  travel  requests,  laundry 
services,  lodging,  records  of  advance  travel  payments  and  other 
miscellaneous  vouchers. 

Authority  for  matetenance  of  the  system:  10  U.S.  Code  133  (b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  tlte  purposes  of  such  uses:  Copies  of  temporary 
duty  and  permanent  change  of  station  orders  issued  by  Headquar¬ 
ters,  DCA-PAC  are  used  oy  Chief,  Management  Support  Division 
to  obligate  funds  for  payment  of  claims,  obtain  transportation 
requests  and  to  account  for  the  movement  of  assigned  personnel. 
Permanent  change  of  station  orders  are  filed  in  order  to  forward 
mail. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiiig  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 


Retrievability:  Information  is  accessed  and  retrieved  by  name,  so¬ 
cial  security  number  and/or  order  number. 

Safeguards:  Records  are  stored  in  file  cabinets  in  offices  locked 
during  non-duty  hours. 

Retention  and  disposal:  Permanent  change  of  station  and  tempora¬ 
ry  duty  orders  issued  by  Headquarters,  DCA-PAC  are  temporary, 
lliey  are  retained  in  the  active  files  for  one  year,  held  for  three  ad¬ 
ditional  years,  then  destroyed.  Permanent  change  of  station  orders 
issued  by  other  commands/agencies  are  maintained  for  one  year 
and  subsequently  destroyed. 

System  managcr(s)  and  address:  Chief,  Management  Support  Divi¬ 
sion,  P200,  Headquarters,  DCA-PAC 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Management  Support  Division,  P200,  Headquar¬ 
ters,  DCA-PAC.  The  fuU  name  of  the  requesting  individual  wiU  be 
required  to  determine  if  the  system  contains  a  record  about  him  or 
her.  The  requester  may  visit  the  Mani^ement  Support  Division, 
P200,  Headquarters,  DCA-PAC,  to  obtain  information  on  whether 
the  system  contains  records  pertaining  to  him  or  her.  As  proof  of 
identity  the  requester  must  present  a  current  DCA  identification 
badge  or  a  driver’s  license. 

Record  access  procedures:  Contact  the  Chief,  Management  Sup¬ 
port  Division,  P200,  Headquarters,  DCA-PAC.  The  official  mailing 
addresses  are  in  the  Department  of  Defense  Directory  in  the  appen- 
.dix  to  the  Defense  Communications  Agency’s  systems  notice  and 
should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Information  supplied  by  Headquarters, 
DCA-PAC,  Army,  Navy  or  Air  Force  as  appropriate  plus  individual 
travel  claims  fil^  in  conjunction  with  a  particular  permanent 
change  of  station  and  temporaty  duty  movement. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KPAC.04 

System  name:  Time  and  attendance  cards  and  labor  distribution 
cards 

System  location:  Primary  Systems  Management,  Naval  Communi¬ 
cations  Station  (NCS),  Pe^  Harbor,  FPO  San  Francisco  96610 

Decentralized  segments  -  Individual  Division  of  Defense  Commu¬ 
nications  Agency  Pacific  (DCA-PAC). 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  assigned  to  Headquarters,  DCA-PAC. 

Categories  of  records  in  the  system:  Forms  included  in  this  file 
are:  NAVCOMPT  FM  911 A  (REV  7-55)  and  Labor  Distribution 
Card.  14ND  NSC  5230/28  (9-69). 

Authority  (or  maintenance  of  the  system:  Federal  Personnel 
Manual  Supplement  293-11,  Subchapter  57-2 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  from  these 
files  is  used  to  compute  payrolls,  compute  the  amount  of  an- 
nual/skk  leave  accumulated  and  used  as  set  forth  in  Civil  Service 
Regulations. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  4n  the  system: 

Storage:  Records  are  stored  on  paper  cards  maintained  in  file  fol¬ 
ders. 

Retrievability:  Files  individually  identified  by  name  and  social 
security  number. 

Safeguards:  Records  are  stored  in  locked  file  cabinets  located  in 
offices  locked  during  non-duty  hours. 

Retention  and  disposal:  Records  are  maintained  during  the  period 
the  employee  is  attached  to  DCA-PAC,  then  destroyed. 

System  manager(s)  and  address:  Chief,  Management  Support  Divi¬ 
sion,  Headquarters,  DCA-PAC,  APO  San  Francisco,  California 
%515. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Management  Support  Division,  Headquarters, 
DCA-PAC.  The  full  name  of  the  requesting  individual  will  be 
required  to  determine  if  the  system  contains  a  record  about  him  or 
her.  The  requester  may  visit  the  Manuement  Support  Division, 
Headquarters,  DCA-PAC,  to  obtain  information  on  whether  the 
system  contains  records  pertaining  to  him  or  her.  As  proof  of 
identity  the  requester  must  present  a  current  DCA  identification 
badge  or  a  driver’s  license. 
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Record  accoi  procodara:  Coatact  the  Chief.  Manafement  Sup¬ 
port  Division,  Headquarters,  DCA-PAC.  The  official  mailing  ad¬ 
dresses  are  in  the  Departmmt  of  Defense  Directory  in  the  appendix 
to  the  Defense  Conununications  Agency’s  systems  notice  and 
should  be  referenced  by  the  requester. 

Contesting  record  proc^nres:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGcR. 

Record  source  categories:  Records  prepared  from  individual’s  at¬ 
tendance  (duty)  compiled  by  Headquarters,  DCA-PAC  in  ac¬ 
cordance  with  Civil  Service  Commission  Regulations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KPAC.05 

System  name:  403-03  Injury  Records 

System  locatioa:  Management  Support  Division,  Headquarters, 
Defense  Communications  Agency  l^ific  (DCA-PAC),  APO  San 
Francisco,  California  965 IS 

Categories  of  individuals  covered  by  the  system:  Those  DCA-PAC 
employees,  both  military  and  civilian,  who  sustain  an  injury  in  the 
performance  of  their  duties. 

Categories  of  records  in  the  system:  Records  would  include  cities 
of  investigative  reports  compiled  by  police,  either  military  or 
civilian,  statements  from  witnesses,  medical  records,  insurance 
claims,  and  other  miscellaneous  documents  relating  to  specific  ac¬ 
cident. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  133  (b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  records  on 
industrial  safety  and  make  periodic  reports  to  higher  hmtdquarters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  ffle  folders 

Retricvability:  Retrieved  by  name  and  social  security  number. 

Safeguards:  Records  are  stored  in  locked  file  cabinets. 

Retention  and  disposal:  Records  are  temporary.  They  are  retained 
in  active  files  for  one  year,  held  one  additional  year  arid  destroyed. 

System  manageifs)  and  address:  Chief,  Management  Support  Divi¬ 
sion.  Defense  Communications  Agency  Pacific,  APO  Fran¬ 
cisco,  California  %S  IS. 

Notification  procedure:  Request  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Management  Support  Division,  DCA-PAC,  APO 
San  Francisco,  California,  %S1S.  llie  full  name  of  the  requesting 
individual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  The  requester  may  visit  the  Management 
Support  Division,  DCA-PAC,  to  obtain  information  on  whe^r  the 
system  contains  records  pertaining  to  him  or  her.  As  proof  of 
identity  the  ^uester  must  present  a  current  DCA  identification 
badge  or  a  driver’s  license. 

Record  access  procedures:  Contact  the  Chief.  Management  Sup¬ 
port  Division,  DCA-PAC,  APO  San  Francisco  %515.  The  official 
mailing  addresses  are  in  the  Department  of  Defense  Directory  in 
the  appendix  to  the  Defense  Corrununications  Agency's  systems 
notice  and  should  be  referenced  by  the  requester. 

Contesdng  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  eateries:  Information  supplied  by  the  individual, 
witrresses,  investigative  and  medical  agencies. 

Systems  exempted  from  certain  proviskms  of  the  act:  NONE 
KSPT.01 

System  name:  Military  Personnel  Management/ Assigiunent  Files 

System  locatioa:  Military  Personnel  and  Training  Branch,  B120, 
National  Military  Command  System  Support  Center  (NMCSSC) 

Categories  of  individuals  covered  by  the  system:  Records  are  main¬ 
tained  on  military  personnel  of  the  Army,  Air  Force,  Navy  and 
Marine  Corps  currently  assigned  to  the  Defense  Communications 
Agency. 

Categories  of  records  in  the  system:  Records  contain  qualification 
records,  duty  status,  special  oiders,  assignment  actions,  personnel 
action  requests,  and  suspense  items  for  individuals  to  up^te  Mili¬ 
tary  Personnel  Record  maintained  by  the  Military  Department’s 
Personnel  Office.  The  category  of  data  maintan^  is:  personal 
identification,  assignment  history  and  el^biUty,  medical  profile 
status  and  military  and  civilian  education  history. 


Authority  for  maintenance  of  the  system:  10  U.S.  Code  3012,  6011, 
8012. 

Routine  uses  of  records  maintained  fas  the  system,  Incindiiig  catego¬ 
ries  of  users  and  the  purpoM  of  such  uses:  NMCSSC  uses  this  in¬ 
formation  to  manage  the  military  personnel  assigned.  The  majority 
of  the  information  is  furnished  by  the  Military  Departments.  This 
information  is  used:  to  determine  acceptance/non-acceptance  for 
assignment  to  the  NMCSSC,  to  determine  qualifications  for 
requirements  peculiar  to  the  NMCSSC,  peiformance  evaluations, 
position  manmng  reports,  strength  accountability,  data  upon  which 
to  base  individi^  requests  for  personnel  actions,  and  biographical 
and  statistical  reports  to  top  NMCSSC  management. 

Policies  and  practices  for  storing,  retrieving,  accearing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  file  folders  and  locked  in  filing 
cabinets. 

Retrievability:  Information  is  accessed  and  retrieved  by  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  m  area  which  is  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared,  and  their  duties  require  them  to  be 
in  Um  area  where  the  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
destroyed  upon  reassignment  from  this  Agency. 

System  manager(s)  and  addrem:  Chief,  Executive  Support  Office, 
Code  B120.  NhlCSSC. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Commander,  I^CSSC,  B121B.  The  full  name,  rank, 
and  social  security  number  of  the  requesting  individual  will  be 
r^uired  to  determine  if  the  system  has  a  record  .about  the  in- 
dii^ual.  The  requestor  may  visit  the  Military  Personnel  and  Train¬ 
ing  Branch,  B120,  NMCSSC,  to  obtain  information  on  whether  the 
system  contains  records  pertaining  to  the  individual.  As  proof  of 
identity  the  requestor  will  present  his  U.S.  Armed  Forces  Identifi¬ 
cation  C^ard. 

Record  accem  procedures:  Contact  the  Commander,  NMCSSC. 
The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communicatioas  Agen¬ 
cy’s  Systems  Notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  NMCSSC’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categorte:  Basic  sources  of  data  are  the  Military 
Departments:  Army,  Air  Force  and  Navy.  (Qualification  records 
furnished  when  the  individual  is  nominate  for  assignment  to  the 
NMCSSC.  The  types  of  forms  that  are  used  as  source  data  are: 
Army  DA  Form  2475-2  (Personnel  Data-SIDPERS),  DA  Form  31 
(Request  and  Authority  for  Leave),  DA  Form  2/2-1  ((Qualification 
Record),  PERSINCOM  Form  260  fficers  Record  BrieO,  Special  Or¬ 
ders;  Ak  Force  AF  Form  47  (Personnel  Security  Certificate),  AF 
Form  298-1  (Career  Brief  Officer),  AF  Form  1074  (Career  Bri^  En¬ 
listed),  AF  Form  173  (Career  Counseling  Record),  AF  Form  899 
(Reassignment  Orders),  AF  Form  152/988  (Leave  Forms),  AF 
Forms  2095/20%/2097/2098  (Personnel  Actions  Forms);  Navy 
Career  Brief  Officers,  NAVPERS  1070/602  (Dependency  Applica¬ 
tion/  Record  of  Emergency  Data),  Orders,  OPNAV  Form  5521-429 
(Certificate  of  QearaiKe);  Marine  Corps,  Career  Brief  All  services 
file  letters,  messages  and  general  correspondence,  DA  Form  24% 
(Disposition  Form),  relative  to  the  individuals  assigned  to  the 
NMCSSC 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
KSPT.02 

System  name:  Vehicle  Parking  Registration  Card 

System  locatioa:  Office  of  the  Chief,  Physical  Security  and  Docu¬ 
ment  Branch,  B122,  National  Milita^  Command  System  Support 
Center  (NMCSSC)/Defense  Communications  Agency  (DCA). 

Categories  of  individuals  covered  ^  the  system:  All  civilian  and 
military  personnel  assigned  to  NMC;SSC  and  who  register  their 
vehicks  for  parking  at  the  Pentagon. 

Civilian  contractor  personnel  assigned  desk  space  at  NMCSSC 
and  who  apply  for  parking  privileges  at  the  Penta^n. 

Categories  of  records  in  the  system:  This  file  records  name,  ad¬ 
dress,  office  code,  office  telephone  number,  and  place  of  employ¬ 
ment  of  NMCSSC  personnel. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
as  amended. 
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Roudae  uaes  ol  rccordi  maintoiocd  in  the  fystcm,  including  catego¬ 
ric*  of  user*  and  the  purpoaes  of  such  uses:  Physical  Security  and 
Document  Branch,  NMCSSC/DCA  -  Information  is  used  to  report 
to  DoD  the  total  number  of  parking  spaces  and  itemized  to  show 
the  number  used  for  employee  parking;  number  of  employee  sraces 
assigned  to  physically  handicapped  employees;  number  and  per¬ 
centage  of  employee  parking  spaces  assigned  to  executive  person¬ 
nel  and  persons  assign^  unusual  hours. 

Policies  and  practices  for  storing,  retrieving,  acccssiiig,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Visible  file  cards  (3x8)  in  metal  file  cabinet 

RctrievahUity:  Filed  akihabetically  by  name  and  parking  status, 
that  is,  Handk^  Area,  Executive  Area,  and  Open  Area. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  accessible  only  to  authorized  personnel  who 
are  properly  screened,  and  their  duties  require  them  to  be  in  the 
area  where  the  records  are  kept. 

Retention  and  diapaanl:  File  cards  are  maintained  during  the 
period  of  the  incundieot’s  assignment,  then  removed  and  destroyed 
when  assignment  is  terminated. 

System  managerfs)  and  address;  Chief,  Physical  Security  and 
Document  Branch,  Code  BI22,  NMCSSC/DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  C^f,  Security  and  Document  Branch,  Code  BI22, 
NMCSSC/DCA.  The  full  name  of  the  requesting  individual  will  be 
required  to  determine  if  the  system  contains  a  record  about  him  or 
her.  As  proof  of  identity,  the  requester  must  present  a  current  DC  A 
identification  badge  or  driver’s  license. 

Record  aceem  IpPMSdUTCK  Contact  the  Chief,  Security  and  Docu¬ 
ment  Control  Branch,  Code  BI22,  NMCSSC,  Defense  Communica¬ 
tions  Agency,  for  assistaiice.  The  inading  address  is  listed  in  the  or¬ 
ganizational  directory  of  the  Defense  Communications  Agency 
published  in  the  Federal  Register  and  should  be  referenced  by  the 
requestor. 

Contesting  racord  pcocadurey  The  Agency's  rules  for  contesting 
contents  and  appealing  determinations  by  the  individual  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Record  source  calegsries:  Completed  form  filled  out  by  individual 

Systems  exeaqited  frans  certain  prarisions  of  the  act:  NONE 
KWliC.01 

System  nasae:  Agency  Training  File  System 

System  location:  Prim^  System-Adjutant,  Defense  Communica¬ 
tions  Administrative  Unit  Address  listed  DoD  Directory. 

Decentralized  Segemeats-Defense  Communications  Operations 
Unit,  White  House  Communications  Defense  Communications  Sup¬ 
port  Unit.  Address  listed  in  DoD  Directory. 

Categories  of  faidividnali  covered  hy  the  system:  Any  military  em¬ 
ployee  undergoing  formal,  informal,  on  the  job,  or  MOS  training. 

Categories  af  reeards  in  the  systm:  File  contains  individual  train¬ 
ing  caids  and  infoanation  on  training  progress  and  testing  during 
the  course  of  instnictioa  and  application. 

Authority  for  maMtenanee  of  the  system:  S  U.S.  Code  Chapter  41. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  naers  nod  the  purposes  of  such  nses:  Provide  agency  and  in¬ 
dividual  training  for  job  efficiency  and  advancement.  Used  to  in¬ 
crease  efficeincy  and  individual  production.  Qualify  individuals  in 
all  occupations  and  details  within  agency.  Meet  service  require¬ 
ments  for  annual  occupation  testing.  Instill  confidence  and  motiva¬ 
tion  for  self-impiOTement  and  enhance  promotion  potential. 
Establish  clear  path  for  increase  in  qualification  throughout  career 
development. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  and  cards  in  file  folders. 

RctrievahUity:  Filed  alphabetically  by  last  name  of  individual. 

Safeguards:  Buildings  em|doy  security  guvds.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  during  active  career,  retired  to  service  transfer  point 
on  release  from  active  duty. 

System  nuuMgerfs)  and  addrem:  Adjutant,  Defense  Communica¬ 
tions  Administrative  Unit  (DCAU),Building  94,  Anacostia  Naval 
Station,  Washington,  D.C.  20374. 


Notification  procedure:  RequesU  from  individuals  should  be  ad¬ 
dressed  to  Adjutant,  DCAU,  Anacostia  Naval  Station.  The  full 
name  of  the  request^  individual  will  be  required  to  determine  if 
the  system  contains  a  record  about  him  or  her.  As  proof  of  identi¬ 
ty,  the  requester  must  present  a  current  DC  A  identification  badge 
or  driver’s  license. 

Record  accem  procedures:  Requests  from  indii^uals  should  be 
addressed  to  Adjutant,  DCAU,  Bldg  94,  Anacostia  Naval  Station, 
Washington,  D.C.  20374 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  category 
information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  driver’s  license,  employee  identifi¬ 
cation  or  military  identification  card. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
SYSMANAGER. 

Record  source  categories:  Application  and  related  forms  from  in¬ 
dividual,  performance  tests,  recommendations,  service  depart¬ 
ments,  written  tests,  previous  commands  and  records  custodians. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
KWHC.02 

System  name:  Military  Personnel  Files  System 

System  location:  Primary  System  -  Adjutant,  Defense  Communi¬ 
cations  Administrative  Unit.  Address  listed  DoD  Directory. 

Decentralized  Segments  -  Defense  Communications  Operations 
Unit,  White  House  Communications,  Defense  Communications 
Support  Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  hy  the  system:  All  assigned  or  at¬ 
tached  military  personnel. 

Categories  of  records  in  the  system:  Files  contain  individual’s  en¬ 
listment  contract,  MOS  evaluation  data.  Serviceman  Life  Insurance 
Elections,  Emergency  Data,  Record  of  Induction,  (Qualification 
Record,  Oath  of  Office,  Recommendation  for  Promotion,  Medical 
Examination,  Retirement  Application,  Correction  of  Records,  Re¬ 
port  of  Transfer  or  Discharge,  Review  for  Correction  of  Discharge, 
Language  Proficiency,  Police  Records  Check,  Statement  of  Per¬ 
sonal  History,  Application  for  ID  Cards,  Reconunendations  for 
Awards,  Awards,  Certificate  of  Security  Clearance,  Cryptographic 
Training  and  Experience  Record,  Defense  National  Agency  Clheck 
Request,  Oath  of  Enlistment,  Certificate  of  Achievement,  Reports 
of  Chan^  to  Qualification  Record,  In/Out  Processing  Check  Sheet, 
Installation  Clearance  Record,  Hold  Ixtters,  Personnel  Data  Card, 
Assignment,  Waiver  of  Enlistment,  Enlisted  Evaluation  Report, 
Change  in  Reporting  Official,  Career  Counseling  Record,  Training 
Upgrade,  Passport  Application,  Letters  of  Recoirunendation  and 
Appreciation,  Commenidation,  Special  Orders,  TDY  Orders,  Per¬ 
sonnel  Action  requests.  Certificates  of  Appreciation  and  Commen¬ 
dation,  Extension  Certificates,  Officer  Evaluation  Reports,  Appli¬ 
cation  for  Appointment,  Application  for  Active  Duty,  Application 
for  Social  S^urity  Number,  Suspension  of  Favorable  Persoimel 
Action,  Sign  In/Otit  Register,  Morning  Reports,  Leave  Request, 
Suspense  File,  E)uty  Roster. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  3012,  6011, 
8012. 

Routine  uses  of  records  maintained  in  the  systm,  iiKlndfaig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  management  and 
control  of  military  personnel  and  monitor  and  assist  in  personnel 
actions  affecting  their  entire  career.  Used  to  classify  and  reclassify 
personnel  and  monitor  testing,  assign  and  reassign  personnel, 
process  and  assign  overseas  and  Continental  Unit^  States 
(CONUS),  provide  port  call  instructions,  provide  rosters,  promo¬ 
tion  and  reduction,  training  schooling,  specud  as^nments,  details, 
disciplinary  action  rotation,  fix  personnel  authorization,  determine 
authorizations,  submit  personnel  requisitions,  monitor  utilization, 
identify  personnel  for  elimination,  proficiency  testing,  report 
promotion  eligiUes,  process  retirement,  enlistments,  branch  trans¬ 
fers,  extensions,  curtailments.  Awards,  foreign  service  decorations, 
special  correspondence,  security  clearance,  photographs,  appoint¬ 
ment,  emergency  leave,  report  casualities,  dependent  travel,  mar¬ 
riage,  adoption,  readiness  files,  travel  clearance,  passports,  visa, 
service  benifits,  life  insurance,  voting,  contnd  of  identification 
cards  and  tags,  maintain  historical  record  of  service,  strength, 
prepare  rosters  and  reports  for  personnel  information  systems. 
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process  iocoming  and  out  going  personnel,  prepare  personnd  data 
cards,  obtain  security  cleanuicc.  Transfer  information  to  Depart¬ 
ment  of  the  Army,  Air  Force,  and  Navy,  Washington,  D.C.  20310. 

Disclosure  to  investuate  Authorities  on  possible  prosecution  Ac¬ 
tion.  Defwrtment  of  Service,  Staff  Agencies  and  commands,  to 
coordinate  and  control  and  accomplish  assigned  mission  of  military 
personnel.  Develop  requirements  and  training  of  military  personnel 
world- wide. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  and  cards  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual. 

Safegnards:  Buildings  em|doy  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  during  active  career,  retired  to  service  transfer  point 
on  release  from  active  duty. 

System  managers)  and  address:  Adjutant,  Defense  Communica¬ 
tions  Administrative  Unit  (DCAU),  Building  94,  Anacostia  Naval 
Station,  Washington,  D.C.  20374. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Adjutant,  DCAU,  Anacostia  Naval  Station.  The  full 
name  of  the  requesting  individual  will  be  required  to  determine  if 
the  system  contains  a  record  about  him  or  her.  As  proof  of  identi¬ 
ty,  the  requester  must  present  a  current  Defense  Communications 
Agency  identification  badge  or  a  driver's  license. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  Adjutant,  DCAU,  Bldg  94,  Anacostia  Naval  Station, 
Washington,  D.C.  20374. 

Written  Request  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  category 
information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  drivers  license,  employee  identifi¬ 
cation  or  military  identification  card. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Application  and  related  forms  from  the 
individuals,  service  departments.  Defense  investigative  service, 
previous  commands.  Federal  and  State  Agencies  and  records 
custodians. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KWHC.03 

System  name:  Personnel  Locator  File  System 

System  location:  Primary  System-Adjutant,  Defense  Communica¬ 
tions  Administrative  Unit.  Address  listed  DoD  Directory. 

Decentralized  Segements-Defense  Communications  Operations 
Unit,  White  House  Communications,  Defense  Communications 
Support  Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  the  system:  All  assigned,  at¬ 
tached  or  controlled  personnel. 

Categories  of  records  in  the  system:  Files  contain  individual  infor¬ 
mation  categories  of  states,  occupation,  MOS,  marital  status,  de¬ 
pendents,  active  service  dates,  separation,  rank,  home,  telephone, 
duty  title,  station,  home  of  record,  unit,  emergency  contact  and  lo¬ 
cation,  and  rotation. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  133(b). 

Routine  uses  of  records  maintained  in  the  system,  includii^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  individual  and 
supervisors  a  purely  mtemal  management  tool  designed  to  be  used 
when  individu^s  do  not  have  immediate  access  to  military  person¬ 
nel  files.  Used  for  Emergency  location  and  notification  of  person¬ 
nel  under  nnusual  circumstances.  Used  in  normal  notification  and 
forward^  of  information,  messages  and  mail.  Used  in  event  of 
loss  of  inmvidual  military  records  and  in  preparation  of  recommen¬ 
dations  for  promotion,  awards,  reduction,  discipline  and  personnel 
actions.  Us^  on  leave  approval,  travel,  enlistments,  training  and 
security  clearances. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiiig  of  records  in  the  system: 

Storage:  Paper  records  and  cards  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual. 


Safeguank'  Buildings  employ  security  guurds.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Ralention  and  disposal:  Records  are  retained  during  individual  as¬ 
signment  and  destroyed  upon  transfer. 

System  manageria)  and  address:  Adjutant,  Defense  Communica¬ 
tions  Administrative  Unit  (DCAU),  Building  94,  Anacostia  Naval 
Station,  Washington,  D.C.  20374. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Adjutant,  DCAU,  Anacostia  Naval  Station.  The  full 
name  of  the  requesting  individual  will  be  required  to  determine  if 
the  system  contains  a  record  about  him  or  her.  As  proof  of  identi¬ 
ty,  the  requester  must  present  a  current  DCA  identification  badge 
or  driver's  license. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  Adjutant,  DCAU,  Building  94,  Anacostia  Naval  Sta¬ 
tion,  Washington,  D.C.  20374. 

Written  reqqcsts  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  category 
information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
identification  or  military  identification  card. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Military  Personnel  Files  and  individual 
submission. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KWHC.04 

System  name:  Military  Financial  File  System. 

System  location:  Primary  System  -  Adjutant,  Defense  Communi¬ 
cations  Administrative  Unit.  Address  listed  DoD  Directory. 

Decentralized  Segements  -  Defense  Communications  Operations 
Unit,  White  House  Communications,  Defense  Conununications 
Support  Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  the  system:  All  assigned  or  at¬ 
tached  military  personnel 

Categories  of  records  in  the  system:  File  contains  individual's  mili¬ 
tary  pay  records,  substantiating  documents,  such  as  certificates  for 
deduction's  and  retained  pay  orders,  records  of  travel  and  disloca¬ 
tion  pay,  record  data  folder,  miscellaneous  vouchers,  leave  records, 
witholding  exemption  certificate,  civilian  clothing  voucher  and  vari¬ 
ous  collection  vouchers. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  133(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintain  historical 
record  of  all  pay.  Administer  military  pay  and  allowance  in  a  accu¬ 
rate  and  legtd  manner.  Provide  maximum  benefits,  provide  input 
data,  substantiate  pay,  process  morning  reports,  provide  pay  al¬ 
lowances,  provide  income  tax  information,  referrals  to  Department 
of  Justice  and  DoD,  prompt  processing  miscellaneous  pay,  post 
travel  cards,  audit  leave  record,  process  adjustments,  notice  of  ex- 
cemptions  and  levy,  provide  copys  to  individual,  verify  VA 
benefits,  audits,  re-emburse  travel,  maintain  accuracy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  and  cards  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual. 

Safeguards:  Buildings  employ  security  gu^s.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  during  active  career,  retired  to  service  transfer  point 
on  release  from  active  duty. 

System  numageris)  and  address:  Adjutant,  Defense  Communica¬ 
tions  Administrative  Unit  (DCAU),  Building  94,  Anacostia  Naval 
Station,  Washington,  D.C.  20370 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Adjutant,  DCAU,  Anacostia  Naval  Station.  The  full 
name  of  the  requesting  individual  will  be  required  to  determine  if 
the  system  contains  g  record  about  him  or  her.  As  proof  of  identi¬ 
ty,  the  requester  must  present  a  current  DCA  identification  badge 
or  driver's  license. 
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Record  access  procedures:  Revests  from  individuals  should  be 
addressed  to  Adjutant,  DCAU,  Bldg  94,  Anacostia  Naval  Station, 
Washington,  D.C.  20374. 

Written  reauests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  category 
information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employee  identifi¬ 
cation  or  military  identification  card. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determia- 
tions  by  the  individual  concerned  may  m  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Application  and  related  forms  from  the 
individual  requesting  pay  action,  service  departments  and  command 
document,  state  and  federal  agencies  and  records  custodians,  birth 
certificates,  marriage  licenses,  previous  employees,  and  financial 
institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KWHC.05 

System  name:  Personnel  Information  System 
System  location:  Primary  System  -  Adjutant,  Defense  Communi¬ 
cations  Administrative  Unit.  Address  listed  DoD  Directory. 

Decentralized  Segements-Defense  Communications  Operations 
Unit,  White  House  Communications,  Defense  Communications 
Support  Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  the  system:  All  assigned  or  at¬ 
tached  personnel 

Categories  of  records  in  the  system:  Files  contain  individual  infor¬ 
mation  categories  of  procurement,  positions,  duty,  hold,  location, 
address,  suspense  actions,  passports,  separation,  birthdays,  service 
badges,  medal  eligibility,  survivor  benefits,  promotion,  photo¬ 
graphs,  physicals,  projected  loss,  orders,  MOS  testing,  information 
change,  rotation,  state,  age  dependents,  travel  and  duty  status 
change. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  133(b). 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^ovide  verification  and 
notification  to  individu^  on  accuracy  of  military  personnel  file. 
Used  to  verify,  correct  and  update  procurement  summaries,  locator 
files,  address,  suspense  items,  passports,  separation  dates,  service 
badge  eligibility,  medal  eligibility,  clothing  allowance  eligibility,  sur¬ 
vivor  benefits,  promotion  eligibility,  photograph  and  physical 
completion,  personnel  rosters,  loss  reports,  referral  to  Justice  De¬ 
partment  and  DoD,  issuance  of  orders,  MOS  testing,  notification 
change  and  new  dependents.  Used  by  individual  to  insure  accuracy 
of  Agency  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  and  cards  in  file  folders. 

Retrievability:  Filed  by  information  category. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  destroyed  after  verification 
by  individual  and  posting  in  military  personnel  files. 

System  manager(s)  and  address:  Adjutant,  Defense  Communica- 
tipns  Administrative  Unit,  Building  94,  Anacostia  Naval  Station, 
Washington,  D.c.  20374. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Adjutant,  defense  Communications  Administrative  unit, 
anacostia  Naval  Station.  The  full  name  of  the  requesting  individual 
will  be  required  to  determine  if  the  system  contains  a  record  about 
him  or  her.  As  proof  of  identity,  the  requester  must  present  a  cur¬ 
rent  DCA  identification  badge  or  driver’s  license. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  Adutant,  Defense  Communications  Administrative 
Unit  ,  Building  94,  Anacostia  Naval  Station,  Washington,  D.C. 
20374. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  category 
of  information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employee  identifi¬ 
cation  or  military  identification  card. 


Coutcating  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Military  Personnel  File,  application 
from  individual,  service  departments,  previous  commands.  Federal 
and  State  Agencies  and  record  custodians. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KWHC.06 

System  name:  Personnel  Security  Files 
System  location:  Primary  System-Adjutant,  Defense  Communica¬ 
tions  Administrative  Unit.  Address  list^  DoD  Directory. 

becentralized  Segments-Defense  Communications  Operations 
Unit,  White  House  Communications,  Defense  Communications 
Support  Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary  personnel,  DoD  Civilian  employees,  a^  DoD  Contractor  Per¬ 
sonnel  nominated  and  approved  for  assignment  to  the  White  House 
Communications  Agency  (WHCA). 

Categories  of  records  in  the  system:  Files  contain  individual 
nominations  for  assignment  to  the  WHCA.  Files  include  retained 
copies  of  individuals’  Statements  of  Personal  History;  peri^c  up¬ 
dates  of  statement  of  personal  history  data;  individual  building  pass 
and  identification  security  badge  requirements;  security  briefing 
certificates;  reports  of  involvements  in  accidents  and  incidents; 
retained  copies  of  application  for  off-duty  employment;  notification 
of  security  clearance  indoctrination/debriefing;  notification  of 
completion  of  spouse  National  Agency  Checks;  individual  cer¬ 
tificates  of  clearances;  personal  interview  results. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Nomination  files  for  as¬ 
signment  to  WHCA  are  initiated  to  transmit  completed  background 
investigations  to  the  following  activities  (in  the  order  listed): 

The  Office  of  the  Special  Assistant  to  the  Secretary  and  Deputy 
Secretary  of  Defense. 

The  Office  of  the  Military  Assistant  to  the  President. 

The  Staff  Assistant  for  Security,  Office  of  the  Counsel  to  the 
President; 

Special  Agent  in  Charge,  Technical  Security  Division,  United 
States  Secret  Service. 

Nomination  files  are  used  to  evaluate  the  background,  character, 
and  qualifications  of  persons  for  assignment  to  the  agency. 

Statements  of  Personal  History,  as  well  as  the  periodic  update  of 
personal  history  data,  is  used  to  furnish  the  Defense  Communica¬ 
tions  Agency,  the  White  House  Office,  and  other  Federal  Agencies 
personal  data  on  applicants  for  assignment  or  duty  with  the  agency. 
Statements  of  Personal  History  serve  as  the  basis  for  initiation  of 
background  investigations  and  assessing  the  eligibility  of  individual 
for  special  access  programs. 

In^vidual  pass  and  security  identification  requirements  records 
are  collected  to  control  or  limit  access  of  personnel  to  sensitive 
facilities. 

Individual  reports  of  involvements  in  accidents  or  incidents  are 
used  to  monitor  the  security  and  security-related  conduct  of  per¬ 
sonnel  who  are  assigned  to  a  Presidential  support  activity  and  who 
have  access  to  classtfied  information. 

Individual  requests  for  approval  of  off-duty  employment  of  ac¬ 
tive  duty  military  personnel.  The  formal  request  documents  that  a 
determination  has  been  made  that  the  off-duty  employment  does 
not  involve  any  conflict  of  interest. 

Retained  copies  of  notifications  of  the  indoctrination  of  person¬ 
nel  for  various  security  clearances  and  special  access  programs. 
Notifications  are  used  to  insure  that  only  properly  indoctrinated 
personnel  are  permitted  access  to  these  security  clearances  and 
programs. 

Retained  copies  of  correspondence  advising  the  Commander, 
Naval  Support  Facility,  Camp  David,  Maryland,  of  the  completion 
of  a  National  Agency  Check  on  the  spouses  of  WHCA  personnel 
assigned  to  Camp  David.  Notifications  are  used  as  the  basis  for  the 
preparation  of  access  lists  to  Camp  David. 

Individual  certificates  of  security  clearances  issued  by  the 
Defense  Communications  Agency.  These  certify  that  personnel  as¬ 
signed  to  the  agency  have  met  requirements  for  access  to  clas¬ 
sified  material. 
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PRIVACY  ACT  ISSUANCES 


Interview  notes  dealing  with  the  personal  interview  of  individuals 
tentatively  accepted  for  assignment  to  the  White  House  Communi¬ 
cations  AgeiKya  pending  completion  of  the  bakcground  investiga¬ 
tion.  Notes  are  used  to  assess  the  overall  qualifications  of  person¬ 
nel  tentatively  selected  for  assignment  to  the  agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  systm: 

Storage:  Paper  records  and  cards  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual. 
Safegiuuxis:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  dispel:  Records  are  permanent.  They  are  retained 
in  active  status  during  period  of  access  and  retired  to  records 
stoi;^e  facility. 

System  managerfs)  and  address:  Adjutant,  Defense  Communica¬ 
tions  Administrative  Unit,  Building  Anacostia  Naval  Station, 
Washington,  D.C.  20374. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Adjutant,  Defense  Communications  Administrative  Unit 
(DCAU)  Anacostia  Naval  Station.  The  full  name  of  the  requesting 
individual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  As  proof  of  identity,  the  requestor  must 
present  a  current  Defense  Communications  Agency  (DCA)  identifi¬ 
cation  badge  or  driver's  license,  license. 

Record  \cccss  procedures:  Requests  from  individuals  should  be 
addressed  to  Adjutant,  (DCAU),Bldg  94,  Anacostia  Naval  Station, 
Washington,  D.C.  20374 

Written  requests  for  information  should  contain  the  full  name  of 
the  idividual,  current  address  and  telephone  number  and  category 
information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  driver’s  license,  employee  identifi¬ 
cation  or  military  identification  card. 

Contesdug  reaped  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categoi^:  Statements  of  Personal  History  and  re¬ 
lated  personal  information  forms  and  reports  from  each  individual; 
Notification  of  personal  (security)  clearance  from  the  Defense 
Communications  Agency  and  other  appropriate  Federal  Agencies; 
incident  and  accident  reports  from  the  investigating  agency. 

Card  files  are  originated  in  the  Security  Office,  White  House 
Communications  Agency,  extracting  pertinent  information  from  the 
Statement  of  Personal  History  and  related  personal  information 
forms  which  the  individual  provides. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
KWHC.07 

System  name:  Agency  Access/Pass  File  System 
System  locatioa:  Primary  System  -  Adjutant,  Defense  Communi¬ 
cations  Administrative  Unit.  Address  listed  DoD  Directory. 

Decentralized  Segments-Defense  Communications  Operations 
Unit,  White  House  Communications,  Defense  Communications 
Support  Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  tbe  system:  Assigned  and  at¬ 
tached  personnel,  contractors,  visitors  and  civilian  employees, 
whose  trustworthiness  has  been  established  (in  accordance  with  ap¬ 
propriate  regulations),  who  applies  for  and  are  granted  access  to 
classified  records,  sites,  equipment,  containers,  or  areas  within 
agency’s  scope  of  responsibilities. 

Categories  of  records  in  the  system:  File  contains  registers  for 
recording  pertinent  information  on  persons  authorized  entry  or  ac¬ 
cess  to  dassified  records,  sites,  equipment,  containers  and  areas. 

Authority  for  maintenance  of  the  system:  Executive  Order  104S0, 
as  amended. 

Roothie  OSes  of  records  maintained  in  the  system,  includiag  catego¬ 
ries  of  naers  and  the  punoses  of  such  uses:  Used  to  record  names, 
signatures  and  identity  of  those  authorized  access. 

Used  to  obtain  and  grant  clearance  or  extension  of  clearance  for 
access  to  classified  i^ormation,  equipment,  sites  or  containers. 
Used  to  prevent  unauthorized  access  or  disclosure  of  classified 
material  or  information.  ' 

Polkks  and  practices  for  storing,  retrieving,  accessiiig,  retaining, 
and  dbpodng  of  records  in  the  syst»: 


Storage:  Paper  records  and  cards  in  file  folders. 

Retrievability:  Filed  alphabetically  by  ast  name  of  individual. 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  status  during  period  of  access  and  retired  to  records  hold¬ 
ing  facility. 

System  manager(s)  and  address:  adjutant.  Defense  Communica¬ 
tions  Administrative  unit  (E)CAU)  Bldg  94  Anacostia  Naval  Station, 
Washington,  D.C.  20374 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Adjutant,(DCAU)  Anacostia  Naval  Station.  The  full 
name  of  the  rquesting  individual  will  be  required  to  determine  if  the 
system  contains  a  record  about  him  or  her.  As  proof  of  identity, 
the  requestor  must  present  a  current  DCA  identification  badge  or 
driver’s  license. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  Adjutant  (EKTAU)  Bldg  94,  Anacostia  Naval  Station, 
Washington,  D.C.  20374 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address- and  telephone  number  and  category 
of  information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  a  driver’s  license,  employee 
identification  or  military  identification  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Application  and  related  forms  from  the 
individual  requesting  access,  personnel  security  clearance  from 
Defense  Investigative  Service,  service  staffs,  commands  and  other 
Federal  agencies.  Records  custodians. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K105.01 

System  name:  208.10  Confidential  Statement  of  Employment  and 
Financial  Interest. 

System  location:  Office  of  the  Counsel,  Headquarters,  Defense 
Communications  Agency  (DCA),  Code  lOS. 

Categories  of  individuals  covered  by  the  system:  Those  DCA  mili¬ 
tary  personnel,  on  duty,  in  the  rank  of  Lieutenant  Colonel,  Com¬ 
mander,  or  above  and  those  DCA  civilian  personnel,  on  duty,  in 
the  grade  of  GS-13  and  above  whose  duties  require  them  to  exer¬ 
cise  judgment  in  actions  relating  to  contracting  or  procurement. 

Categories  of  records  in  tbe  system:  The  completed  DD  Form 
I5SS,  ’Confidential  Statement  of  Employment  and  Financial  In¬ 
terests  -  Department  of  Defense  Personnel’;  lists  of  those  DCA  em¬ 
ployees  who  must  fill  out  the  form.  The  responsibility  for  determin¬ 
ing  the  list  of  which  employees  must  fill  out  the  form  is  vested  in: 
(1)  the  Director,  DCA,  for  the  Office  of  the  Director;  (2)  the  Depu¬ 
ty  Directors,  the  Comptroller,  and  the  Assistants  to  the  Director  for 
Administration  and  Personnel  for  their  respective  organizations;  (3) 
the  Chairman  or  Chief  responsible  individual^  for  source  selection 
boards,  committees,  etc.,  or  bid  or  proposal  evaluation  groups,  for¬ 
mally  designated;  and  (5)  the  Chief  of  Staff,  Headquarters,  DCA, 
for  any  other  positions  not  covered  in  (1)  through  (4)  above. 
Authority  for  maintenance  of  the  system:  18  U.S.  Code  208. 

Routine  uses  of  records  nudntained  in  the  qrstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  of  Counsel,  DCA. 
To  assure  that  the  applicable  DCA  personnel  refrain  from  any 
private  business  or  professional  activity  or  refrain  from  having  any 
direct  or  indirect  financial  interest  which  would  put  them  in  a  posi¬ 
tion  where  there  is  a  conflict  between  their  private  interest  and  the 
public  interests  of  the  United  States,  particularly  those  related  to 
their  duties  and  responsibilities  as  DCA  personnel.  Aitd  even 
though  a  technical  conflict  may  not  exist,  the  Counsel,  DCA,  must 
assure  that  DCA  personnel  avoid  the  appearance  of  such  a  conflict 
from  a  public  confidence  point  of  view.  The  resolution  of  a  conflict 
or  appearance  of  a  conflict  may  be  accomplished  by  one  or  more 
means,  such  as  chatty  in  assigned  duties,  ^vestment  of  a  conflict¬ 
ing  interest,  disqualification  for  a  particulw  assignment,  disciplinary 
action,  or  criminal  action.  A  DCA  employee  udio  falls  within  the 
applicable  cate^oms  will  have  his  OF8  (the  covering  form  with  his 
position  description)  stamped  with  the  notation,  ^Requires  con- 
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fidential  statement  of  employment  and  financial  interest  .  as 
required  by  DoD  Directive  3500.7’. 

DCA  Management  •  To  review  where  there  is  an  unresolved  con¬ 
flict  of  interest  and  an  adverse  action  is  to  be  taken. 

Department  of  Justice  •  To  review  where  there  is  an  unresolved 
conflict  of  interest  and  a  criminal  action  is  contemplated. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Information  is  accessed  and  retrieved  by  name  and 
organizational  assignment. 

Safeguards:  Building  employs  security  guards.  Records  are  stored 
in  locked  safe  and  are  accessible  only  to  the  Office  of  Counsel. 
DCA. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  in  an  active  file  until  end  of  fiscal  year,  then  held  one  ad¬ 
ditional  year  in  an  inactive  file  and  subsequently  destroyed. 

System  manager(s)  and  address:  Counsel,  Code  lOS,  Headquar¬ 
ters,  DCA 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Counsel,  DCA,  Code  105.  The  full  name  and  or¬ 
ganizational  assignment  of  the  requesting  individual  will  be  required 
to  determine  if  the  system  contains  a  record  about  him  or  her.  The 
requester  may  visit  the  Office  of  Counsel,  DCA,  Code  105,  to  ob¬ 
tain  information  on  whether  the  system  contains  records  pertaining 
to  him  or  her.  As  proof  of  identity  the  requester  must  present 
either  a  current  DCA  identification  badge  or  a  driver's  license. 

Record  access  procedures:  Contact  Counsel,  DCA.  Code  105.  The 
mailing  address  is  listed  in  the  organizational  directory  of  the 
Defense  Communications  Agency  published  in  the  Federal  Register 
and  should  be  referenced  by  the  requester. 

Contesting  record  priKedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Completed  DD  Form  1555  supplied  by 
the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K107.01 

System  name:  Investigation  of  Complaint  of  Discrimination 
System  location:  Office  of  the  Director  of  Equal  Employment  Op¬ 
portunity,  Headquarters,  Defense  Communications  Agency  (DCA) 
(Code  107),  Washington.  D.C. 

Categories  of  individuals  covered  by  the  system:  Employees  of,  or 
applicants  for  employment  with,  DCA  who  have  filed  formal,  writ¬ 
ten  complaints  alleging  that  they  had  been  discriminated  against. 

Categories  of  records  in  the  system:  Signed  affidavits;  copies  of 
personnel  documents;  copies  of  official  personnel  promotion 
records;  report  of  investigator;  EEO  Counselor's  report;  inter-of¬ 
fice  memoranda;  employee's  complaint  of  discrimination;  employee 
career  appraisal  reports;  letters  from  complainant’s  representative. 

Authority  for  maintenance  of  the  system:  Federal  Personnel 
Manual,  Part  713,  'Equal  Opportunity.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Used  by  the  Director  of 
Equal  Employment  Opportunity  in  making  a  recommendation  to  the 
Director,  DCA  regarding  the  formulation  of  a  finding  with  re^d  to 
whether  or  not  a  comfdaining  employee  has  been  discriminated 
against. 

The  Director,  DCA  also  examines  the  system  in  writing  his  deci¬ 
sion. 

Civil  Service  Commission's  Appeal  Review  Board  uses  file  if  ap¬ 
peal  is  filed  with  the  Board. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Stored  in  file  folders  in  locked  file  cabinet. 

Retrievability:  Retrieved  by  the  name  of  the  complaining  em¬ 
ployee  or  appbeant. 

Safeguards:  Building  employs  security  guards.  Files  locked  in  file 
cabinet.  No  one  has  direct  access  except  for  the  Director,  Equal 
Employment  Opportunity. 

Retention  and  dteposal:  Record  is  retained  until  three  years  after 
a  final  decision  in  the  complaint  involved  and  retired  to  the 
Washington  National  Records  Center. 


System  manager(s)  and  address:  Director,  Equal  Employment  Op¬ 
portunity,  DCA  (Code  107),  Washington,  D.C.  20305. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  tte  Director  of  Equal  Employment  Opportunity, 
Headquarters,  DCA,  Code  107.  The  individual’s  full  name  and  or¬ 
ganization  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  The  requester  may  visit  the  Office  Equal 
Employment  Opportunity,  Headquarters,  DCA,  Code  107,  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  Proof  of  identity  will  be  by  presentation  of  current 
E)CA  identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Contact  the  Director  of  Equal  Employ¬ 
ment  Opportunity,  Headquarters,  DCA,  Code  107,  for  assistance  in 
this  regard.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agencyf  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  Determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Previous  employers  and  supervisory  of¬ 
ficials;  present  supervisor;  present  and  previous  co-workers;  offi¬ 
cials  in  personnel  office;  personnel  records;  payroll  records; 
promotion  files;  and  training  and  education  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K232.01 

System  name:  Travel  Orders  Records  System 

System  location:  Services  Branch,  Code  232,  and  Travel  Branch, 
Code  234,  Headquarters,  Defense  Communications  Agency  (DCA). 
Decentralized  Segments:  Defense  Communications  Engineering 
Center  Administrative  Offices,  Code  R120;  Defense  Communica¬ 
tions  Operations  Cehter,  Allocations  and  Engineering  Division, 
Code  N230. 

Categories  of  individuals  covered  by  tbe  system:  Those  DCA  mili¬ 
tary  and  civilian  personnel  who  have  performed  official  travel  in 
connection  with  DCA  business  or  employment. 

Categories  of  records  in  the  system:  Records  in  the  system  would 
cover  authorized  official  travel  for  civilian,  military,  and  contractor 
personnel  and  be  comprised  of  travel  orders,  transportation 
reqpcsts,  commercial  carrier  transportation  and  excess  baggage 
tickets,  travel  advance  vouchers,  records  of  travel  claims  and  pay¬ 
ments,  DD  Form  1056,  Authorization  to  Apply  for  a  'No  Fee’  f^ss- 
port.  Also  supporting  documentation  including  messages,  cor¬ 
respondence,  and  coordination  papers.  Data  in  the  system  would  in¬ 
clude  names,  social  security  numbers,  office  assignments, 
rank/grade,  DCA  office  code  number,  DCA  telephone  number, 
home  addresses,  transportation  and  per  diem  allowances  and  actual 
amounts  paid,  and  itineries. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  133(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  personnel  in  the 
Services  Branch,  C<^e  232,  and  personnel  in  the  Travel  Branch, 
Code  234,  Headquarters,  DCA,  in  maintaining  appropriate  and  ac¬ 
countable  records  for  individuals  performing  official  travel  on  DCA 
business  and  to  ensure  individual  travel  advances  are  liquidated. 

Eligible  records  are  forwarded  to  the  Department  of  Justice  for 
possible  prosecution  for  fraud. 

Policies  and  practices  for  storing,  retrieving,  accessii^,  retaining, 
and  disposing  of  records  in  tbe  system: 

Storage:  Records  are  stored  in  file  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  the  name 
of  the  individiud. 

Safeguards:  Building  employs  security  guards.  Records  are  kept 
in  security  file  (MP  combination  lock)  and  are  accessible  only  to 
authorized  persoimel  that  are  properly  screened,  cleared  and  their 
duties  require  them  to  be  in  the  area  where  records  are  maintained. 

Retentioo  and  disposal:  Records  maintained  in  the  Travel  Branch, 
Code  234  are  not  permanent.  They  are  retained  in  active  file  until 
travel  advances  are  liquidated  and  then  transferred  to  completed 
files  and  held  for  one  fiscal  year  and  subsequently  retired  to  the  ap¬ 
propriate  Washington  National  Records  Center. 

Records  maintained  in  the  Services  Branch,  Code  232,  are 
retained  for  two  years,  then  destroyed. 

System  manaMifs)  and  address:  Chief,  Supply  and  Services  Divi¬ 
sion,  Code  230,  Headquarters,  DCA.  D^ntralized  Segment  - 
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Chief,  Management  Services  Office,  Defense  Communications  En¬ 
gineering  Centers  Code  R120. 

Nodfkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Supply  and  Services  Division,  Code  230, 
Hea^uarters,  DCA.  The  full  name  of  the  requesting  individual  will 
be  required  to  determine  if  the  system  contains  a  record  about  him 
or  her.  The  requestor  may  visit  the  Services  Branch,  Code  232, 
Headquarters,  DCA,  to  obtain  information  whether  the  system  con¬ 
tains  records  pertaining  to  him  or  her  for  local  travel.  For  other 
than  local  travel,  the  requester  may  visit  the  Travel  Branch,  Code 
234,  Headquarters,  DCA,  to  obtain  information  on  whether  the 
system  contains  records  pertaining  to  him  or  her.  In  either  instance, 
as  proof  of  identity,  the  requestor  must  present  either  a  current 
DCA  identification  badge  or  a  driver's  license. 

Record  access  procedures:  Contact  the  Chief,  Supply  and  Services 
Division,  Code  230,  Headquarters,  DCA.  The  official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  Directory  in  the  appendix 
to  the  Defense  Communications  Agency's  systems  notice  and 
should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Names  and  other  personnel  information 
on  those  individuals  in  the  system  are  obtained/gathered  from 
authorized  and  approved  travel  orders  issued  to  the  individual  con¬ 
cerned. 

Systems  exempted  from  certain  provisioiis  of  the  act:  NONE 
K232.02 

System  name:  Injury  Record  File 

System  location:  Services  Branch,  Code  232,  Headquarters, 
Defense  Communications  Agency  (DCA). 

Categories  of  individuals  covered  by  the  system:  Those  DCA 
civilian  employees  who  are  treated  for  an  occupational  injury  or  ill¬ 
ness  by  the  Dispensary  located  on  the  Headquarters  DCA  Com¬ 
pound. 

Categories  of  records  in  the  system:  Records  in  the  system  are  In¬ 
jury  Records,  Civilian  Employee  Health  Service  (CEHS)  Form  CH- 
4  (Rev  10  Jun  64)  which  shows  the  date  form  was  completed,  name 
of  employee  injured,  the  Department,  Agency,  Branch,  building, 
room  and  telephone  numbers,  date  and  time  of  injury,  brief 
description  of  injury,  disposition  of  case  and  the  signature  of  the 
CEHS  representative  submitting  the  report. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  133(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  personnel  in  the 
Services  Branch,  Code  232,  Headquarters,  DCA,  to  ensure  that 
causes  of  occupational  injuries  or  illnesses  are  corrected.  Also 
serves  as  a  tickler  file  to  ensure  that  a  more  detailed  report 
(Employees  Compensation  Forms  CA  1  and  2)  are  due  in  from  the 
employee. 

After  screening  the  CA  1  and  2,  they  are  forwarded  to  the 
Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA,  for  file 
in  official  file  folder. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  a  5'  x  8'  card  file  box. 

Retiievahility:  Information  is  accessed  and  retrieved  by  the  name 
of  the  individual 

Safeguards:  Building  employes  security  guards.  Records  are  kept 
in  security  file  (MP  combination  lock)  and  are  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared,  and  their 
duties  requu'e  them  to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  for  two  years  following  the  date  of  execution,  at  which 
time  they  are  destroyed. 

System  manager(s)  and  address:  Chief,  Supply  and  Services  Divi¬ 
sion,  Code  230,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Supply  and  Services  Division,  Code  230, 
Headquarters,  DCA.  The  full  name  of  the  requesting  individual  will 
be  required  to  determine  if  the  system  contains  a  record  about  him 
or  her.  The  requester  may  visit  the  Services  Branch,  Code  232, 
Headquarters,  DCA,  to  obtain  information  on  whether  the  system 
contains  records  pertaining  to  him  or  her.  As  proof  of  identity,  thfc 


requester  must  present  either  a  current  E)CA  identification  badge  or 
a  driver's  license. 

Record  access  procedures:  Contact  the  Chief,  Supply  and  Services 
Division,  Code  230,  Headquarters,  DCA.  The  official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  Directory  in  the  appendix 
to  the  Defense  Communications  Agency's  systems  notice  and 
should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  The  CEHS  Representative  operating  the 
Dispensary  located  on  the  Headquarters,  I^A  Compound. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K240.01  V 

System  name:  Personnel  Security  Investigative  Dossier  File  (PSIDF) 

System  location:  Office  of  the  Chief,  Security  Division,  Code  240, 
Headquarters,  Defense  Communications  Agency  (DCA).  Decentral¬ 
ized  ^gment  -  Security  Branch,  Defense  Communications  En¬ 
gineering  Center,  Code  RI21. 

Categories  of  individuals  covered  by  the  system:  This  file  includes 
individual  personnel  security  investigative  dossiers  on:  U.S.  military 
personnel  who  have  been  selected  for  assignment  to,  are  now,  or 
have  been  assigned  to  the  DCA;  U.S.  Government  civilian  person¬ 
nel  who  are  being  processed  for  employment,  are  now  or  have  been 
employed  by  the  DCA;  U.S.  military  or  civilian  personnel  who  are 
being  processed  for,  or  have  been  granted,  access  to  sensitive  com- 
partmented  information  (SCI)  by  the  DCAat  the  request  of  their 
parent  organization;  industrial  employees  who  arc  performing,  ex¬ 
pect  to  perform,  or  have  performed  duties  under  DCA  SCI  cog¬ 
nizance  as  a  result  of  a.  U.S.  Government  contract;  or  personnel 
who  are  or  have  been,  affiliated  with  the  DCA. 

Categories  of  records  in  the  system:  File  contains  individual  per¬ 
sonnel  security  investigative  dossiers.  Individual  dossiers  may  con¬ 
tain  submissions  by  the  individual  such  as  Statement  of  Personal 
History/personnel  security  questionnaire,  appropriate  release  state¬ 
ments  and  related  personal  documentation,  i.e.,  educational 
diplomas,  marriage  and  divorce  records,  etc.;  information  obtained 
as  a  result  of  a  National  Agency  Check,  investigative  action  and/or 
volunteer  sources.  Information  may  consist  of  acquisitions  from 
listed  or  developed  character  references,  co-workers,  supervisors, 
present  and  past  employers,  financial  or  trade  institutions,  credit 
bureaus,  personnel  of  the  legal,  medical,  educational  or  religious 
professions,  educational  institutions,  present  and  former  neighbors, 
courts,  U.S.  federal,  state  or  local  agencies  and  departments; 
foreign  law  agencies,  private  investigative  sources,  active  and 
retired  U.S.  mditary  or  civilian  personnel  records,  interview  of  the 
individual,  his  spouse,  relatives  or  associates,  fingerprint  identifica¬ 
tion  check.  This  information  normally  coyers  the  period  of  the  in¬ 
dividual's  life  for  a  fifteen  year  period  immediately  preceding  the 
investigation  or  from  the  date  of  his  eighteenth  birthday.  However, 
if  derogatory  information  is  developed  or  if  the  individual  has  a 
long  tenure  of  U.S.  Government  service,  the  file  may  cover  a 
greater  period  of  time;  information  on  the  individual's  spouse,  rela¬ 
tives  or  associates;  correspondence  between  the  individual  and 
DCA  or  other  U.S.  Government  activity  or  correspondence  related 
to  the  individual  between  his  employer,  oiganization  of  assignment 
and  I^A  (Code  240)  or  other  U.S.  Government  activity;  correspon¬ 
dence  related  to  National  Agency  Checks,  investigations,  evalua¬ 
tions,  clearance  or  special  accesses  for  the  individual;  certificates 
of  clearance,  security  determination  or  special  access  authoriza¬ 
tions  and  terminations  thereof;  content,  adjudicative  and  clearance 
action  sheets;  certificates  of  release  or  review  of  personnel  security 
investigative  dossiers;  results  of  review  of  personnel  and/or  medical 
files;  photographic  likeness  with  identifying  data  such  as  name. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  collected 
and  used  for  the  purposes  of  determining  the  suitability,  eligibility 
or  qualification  of  personnel  previously  defined  for  assignment,  em¬ 
ployment  or  qualification  for  access  to  various  levels  of  U.S. 
Government  classified  and  sensitive  compaitmented  information 
and  to  certify  clearances  and  accesses  as  required. 

Counterintelligence  and  Security  Division  (DIA):  The  personnel 
security  investigative  dossier  for  each  individual  previously  defined 
who  has,  or  had,  a  valid  requirement  for  access  to  compartmented 
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intelligence  information  is  reviewed  to  determine,  for  the  responsi¬ 
ble  United  states  Intelligence  Board  Member,  the  individual’s  eligi¬ 
bility  for  such  access. 

Any  component  or  official  of  the  U.S.  Government  having 
estabUshed  a  need-to-know:  Used  as  a  basis  for  gaining  access  to 
classified  information  upon  reassignment  employment,  etc.. 

Also  released  to  law  enforcement  and  investi^tory  authorities  of 
the  U.S.  Government  for  conduct  of  official  investigations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records.  Microfiche,  in  file  folders;  ADP  cards  or 
magnetic  tapes. 

Retrievability:  Information  is  retrieved  by  the  individual's  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  by  authorized  personnel  that  are 
pixmrly  cleared  and  trained.  Records,  during  non-duty  hours,  are 
additionaly  protected  by  storage  in  locked  electrical  filing  cabinets. 

Retention  and  dispoMi:  Individual  records  are  maintained  from 
the  date  of  initial  nomination  for  assignment,  employment  or  affilia¬ 
tion  with  the  DCA  until  at  least  one  year  but  not  more  than  two 
years,  following  his  departure.  Individual  records  which  contain  in¬ 
formation  upon  which  an  adverse  determination  was  based  are 
maintained  permanently. 

System  manager(s)  and  address:  Chief,  Security  Division,  Code 
240,  Headquarters,  DC.\.  Decentralized  Segment  -  Chief,  Security 
Branch,  Defense  Communications  Engineering  Center,  Code  R121, 
1860  Wiehle  Avenus,  Reston,  VA  22090. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Division,  Code  240,  Headquarters,  DCA. 
The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The 
requester  may  visit  the  Security  Division,  Code  240,  Headquarters, 
DCA,  to  obtain  information  on  whether  the  system  contains 
records  pertaining  to  him  or  her.  As  proof  of  identity  the  requester 
must  present  a  current  DCA  identification  badge  or  a  driver's 
license.  For  the  Decentralized  Segment  requests  should  be  ad¬ 
dressed  to  -  Chief,  Security  Branch,  Defense  Communications  En¬ 
gineering  Center,  Code  R121,  1860  Wiehle  Avenue,  Reston,  VA 
22090. 

Record  access  procedures:  Contact  the  Chief,  Security  Division, 
Code  240,  Headquarters,  DCA.  The  official  mailing  addresses  are 
in  the  Department  of  Eiefense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency’s  system  notice  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  is  placed  into  the  system 
by  the  SYSMANAGER  after  an  individual  has  been  nominated  for 
assignment,  employment  or  affiliation  with  the  DCA  as  previously 
defined.  Information  may  be  obtained  from  the  individual’s  submis¬ 
sions,  listed  or  developed  character  references,  co-workers,  super¬ 
visors,  present  and  past  employers,  financial  or  trade  institutions, 
credit  bureaus,  personnel  of  the  legal,  medical,  educational  or  reli¬ 
gious  professions,  educational  institutions,  present  and  former 
neighbors,  courts,  U.S.  federal,  state  or  local  law  agen¬ 
cies/departments,  active  and  retired  U.S.  military  or  civilian  person¬ 
nel  records,  interview  of  the  individual,  his  spouse,  relatives  or  as¬ 
sociates,  any  component  of  the  U.S.  Government  having  an 
identifiable  record  on  the  individual  or  volunteer  sources. 

Systems  exempted  from  certain  provisions  of  the  act:  Investigative 
records  compiled  solely  for  the  purpose  of  determining  suitability, 
eligibility,  or  qualifications  for  fedei^  civilian  employment,  military 
service,  or  access  to  classified  information  are  exempt  to  the  extent 
outlined  in  Subsection  (kX5)’of  the  Privacy  Act. 

K240.02 

System  name:  Sensitive  Compartmented  Info  (SCI)  Posn/Pers  Ac¬ 
countability  System 

System  location:  Primary  System-Office  of  the  Chief,  Security 
Division,  Headquarters,  Eiefense  Communications  Agency  (DCA), 
Code  240. 

Decentralized  Segments-Office  of  the  Chief,  Computer  Opera¬ 
tions  Division,  Defense  Communications  Agency  Operations  Center 
(DCAOC). 


Categories  of  individuals  covered  by  the  system:  Any  individual 
who  requires  access  to  Special  Intelligence  (SI),  Special  Activities 
Office  (SAO)  information  and/or  Single  Integrated  Operational 
Plan-Extremely  Sensitive  Information  (SIOP-ESI)  in  order  to  per¬ 
form  their  duties  are  identified  which  includes:  U.S.  military  per¬ 
sonnel  assigned  to  the  DCA  or  certified  to  the  DCA  by  their  parent 
organization;  U.S.  (]k)vemment  civilian  personnel  employed  by  the 
DCA  or  certified  to  the  DCA  by  their  parent  organization;  U.S. 
military  or  civilian  personnel  who  are  being  processed  for  access  to 
SCI  by  the  E>CA  at  the  request  of  their  parent  organization;  indus¬ 
trial  employees  who  are  visiting  DCA  or  performing  duties  under 
DCA  cognizance  as  a  result  of  a  U.S.  Government  contract,  or  who 
are  certified  to  the  DCA  as  authorized  representatives  of  industrial 
firms  concerned  with  matters  related  to  contractual,  advisory  or 
consultant  support,  or  whose  functions  are  such  that  visits  to  the 
DCA,  or  to  facilities  undsr  DCA  cognizance,  are  required. 

Categories  of  records  in  the  system:  File  contains  the  SI/SAO  Bil¬ 
let  Roster  which  is  a  compilation  by  name,  military  grade  or  civilian 
counterpart,  military  service  or  social  security  account  number  , 
position  number  and  title  and  parent  organization  .  The  roster 
identifies  those  positions  (billets)  which  luve  been  approved  for 
specific  SI/SAO  access  and  lists  the  incumbents  of  those  billets 
with  the  categories  of  access  for  which  they  have  been  briefed;  the 
SIOP-ESI  Billet  Roster  which  contains  the  same  identifying  ele¬ 
ments  described  above  but  pertains  exclusively  to  SIOP-ESI  ac¬ 
cesses;  the  Contractor  Facility  Control  Record  which  lists  all  con¬ 
tractor  facilities  for  which  the  Special  Security  Branch  has  security 
cognizance.  Facilities  are  listed  by  name  and  location,  with  a 
separate  section  for  each  facility.  Within  each  section  the  contrac¬ 
tor  employees  assigned  to  that  facility  are  listed  by  name,  clearance 
and  categories  of  SCI  to  which  they  are  authorized  access;  the  Spe¬ 
cial  Security  Control  Card  which  is  an  alphabetical  card  file  of  all 
personnel  previously  defined  Usting  the  individual’s  name,  date  and 
place  of  birth,  military  service  or  social  security  account  number, 
billet  number,  organization  of  assignment  or  employment,  job  title, 
the  status  of  clearance  and  access  actions,  dates  National  Agency 
Checks  were  completed  ,  dates  Background  Investigations  were 
completed  and  identification  of  the  agency  which  conducted  them, 
record  of  clearances  and  special  accesses  granted  and  dates  of 
briefings.  The  record  also  contains,  if  applicable,  the  name,  date 
and  place  of  birth  and  social  security  account  number  of  the  in¬ 
dividual’s  spouse  and  indicates  the  date  of  completion  of  the 
required  partial  National  Agency  Check  for  compilation  of  all  in¬ 
coming  and  outgoing  notifications  of  clearance  and  access  status 
made  in  connection  with  visits  of  non-E)CA  personnel  to  DCA  and 
visits  of  personnel  previously  identified  to  facilities  which  require 
request  clearance/  access  notification.  Individuals  are  identified  by 
name,  grade,  military  service  number  or  social  security  account 
number,  position  title,  and  the  organization  of  assignment  or  em¬ 
ployment.  The  clearance  and  categories  of  special  access 
authorized  are  also  listed;  Billet  Request  Records  which  are  a  com¬ 
pilation  of  all  requests  for  establishment  of  SCI  billets  received  by 
the  Special  Security  Branch.  Proposed  incumbents  are  normally 
identified  by  name,  grade,  position  military  service  number  or  so¬ 
cial  security  account  number  and  organizational  affiliation;  Special 
Access  Suspense  Record  which  contains  the  names  of  individuals 
on  whom  actions  are  in  progress;  ADP  Record  consisting  of  ADP 
punch  cards  and  magnetic  tape  as  the  input  and  storage  media  for 
publication  of  the  SI/SAO  Billet  Roster  All  information  described 
above  for  the  SI/SAO  Billet  Roster  is  included. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Special  Security  Branch- 
Information  is  collected  and  used  for  management  and  control  of 
access  to  SCI  by  personnel  previously  identified.  Individuals  are 
accounted  for  by  name  grade,  military  service  number  or  social 
security  account  number,  position  and  organization.  Also  used  for 
the  certification  of  SCI  accesses  for  which  an  individual  has  been 
granted  access. 

Counterintelligence  and  Security  Division  and  Systems  Opera¬ 
tions  Division,  Defense  Intelligence  Agency  (DlA)-the  SI/SAO  Bil¬ 
let  Roster,  previously  defined,  is  used  for  integration  into  the  DIA 
Security  Management  Information  System  (SMIS) 

Strategic  O^rations  Division  and  Office  of  the  Directorate  of 
Administrative  Services,  the  Joint  Staff,  Organization  of  the  Joint 
Chiefs  of  Staff-the  SIOP-ESI  Billet  Roster,  previously  defined,  is 
used  for  integration  into  the  master  SIOP-ESI  Billet  Roster. 
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PRIVACY  ACT  ISSUANCES 


Any  component  of  the  U.S.  Covemment  having  an  official  need- 
to-know:  used  to  verify  that  an  individual  has  been  granted  access 
to  a  specific  category  of  SCI  and  verification  of  information  con¬ 
tained  in  the  recora  as  previously  defined. 

Poikks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  magnetic  tapes;  visible  file  cards;  computer 
paper  printouts;  paper  record  in  thiee-ring  binders;  IBM  cards; 
paper  records  in  fue  folders. 

Retrievability:  Information  on  computer  magnetic  tapes  retrieved 
by  a  unique  ten  digit  billet  number 

Information  on  all  other  media  retrieved  by  the  unique  ten  digit 
billet  number  or  by  the  individual's  name. 

Safeguards:  Records  are  maintained  in  safes  and  vaults  and  are 
routinely  accessible  only  by  personnel  of  the  Office  of  the  Chief, 
Security  Division,  Cocte  240,  and  by  personnel  of  the  Special 
Seciuity  Branch,  Code  241 ,  Headquarters,  DC  A. 

Retentioa  and  disponi:  Individual  records  are  maintained  from 
date  of  initial  nomination  for  access  to  SCI  until  3  years  following 
the  individual’s  debriefing,  which  is  when  the  indi^ual  no  longer 
has  a  need-to-know  for  SCI,  then  records  are  destroyed. 

System  manager(s)  and  address:  Chief,  Special  Security  Branch, 
Code  241,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Division,  Code  240,  Headquarters,  E>CA. 
The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The 
requester  may  visit  the  Security  Division,  Code  240,  Headquarters, 
DCA,  to  obtain  information  on  whether  the  system  contains 
records  pertaining  to  him  or  her.  As  proof  of  identity  the  requester 
must  present  a  current  DCA  iden^ication  badge  or  a  driver’s 
license. 

Record  access  procedures:  Contact  the  Chief,  Security  Division, 
Code  240,  Headquarters,  DCA.  The  official  mailing  addresses  are 
in  the  Department  of  Eiefense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency’s  systems  notice  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGBR. 

Record  source  categories:  Information  is  placed  into  the  system 
by  the  SYSMANAGBR  after  an  individual  is  nominated  for  access 
to  SCI  by  his  organization  or  employer  or  after  an  individual  has 
been  certified  to  the  DCA  by  his  cognizant  security  officer  as  hav¬ 
ing  such  access.  SYSMANAGBR  obtains  required  information 
from  the  nomination  or  certification  document,  individual’s  person¬ 
nel/  employment  records,  forms  submitted  by  the  individual,  formal 
briefing  actions  accomplished  by  personnel  of  the  Special  Security 
Branch,  Code  241,  Headquarters,  DCA,  and  from  information 
developed  during  the  personnel  security  investigation  conducted  on 
the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K240.03 

System  name:  Clearance  Card  File  for  Defense  Communications 
Agency  (DCA)  Personnel 

System  location:  Office  of  the  Chief,  Security  Division,  Code  240, 
He^quarters,  Defense  Communications  Agency.  Decentralized 
Segments:  Security  Branch,  Defense  Communications  Engineering 
Center,  Code  R121;  Defense  Communications  Operations  Center, 
Allocations  and  Engineering  Division,  Code  N230. 

Categories  of  individuals  covered  by  the  system:  This  file  includes 
all  DCA  personnel  requiring  a  security  clearance.  Since  all  positions 
in  pc  A  are  sensitive  requiring  at  least  a  Secret  clearance,  all  DCA 
milit^  and  civilian  personnel  world-wide  are  covered.  The  file 
also  includes  those  persons  previously  assigned  to  or  employed  by 
DCA  since  1%2. 

Categories  of  records  in  the  system:  The  Clearance  Card  File  is  an 
alphalwtical  card  file  (S’  x  8’,  DCA  Form  136)  of  all  persoimel 
requiring  a  security  clearance,  listing  the  individual’s  name,  service 
or  social  security  account  number,  grade  or  rank,  job  title,  date  and 
place  of  birth,  ^te  entered  on  duty  with  DCA,  and  date  departed 
DCA  if  applicable.  The  file  also  includes  the  date  requested,  date 
received,  and  indicated  results  of  each  check  within  the  National 
Agency  Check  (NAC),  and  for  Background  Investigation  (BI) 


requests.  Dates  interim  and  final  seewity  clearances  were  granted 
and  some  special  accesses  are  indicated. 

Authority  for  maintcuance  of  the  system:  Executive  Order  10450, 
as  amended.  Security  Requirements  for  Government  Employment, 
27  April  1953. 

Routine  uses  of  records  maintained  in  the  system,  including  cate^ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  by 
personnel  of  the  Security  Branch,  Code  240,  Headquarters,  DCA, 
as  a  convenience  or  ready  reference  file  to  determine  the  security 
clearances  and  dates  of  issue  for  personnel  assigned  to  or  employed 
by  DCA  world-wide. 

Information  is  available  to  the  individual  and  to  DCA  supervisors 
of  the  individual  to  verify  that  the  individual  has  the  necessary 
security  clearances  for  attendance  at  meeting  and  conferences 
where  classified  information  is  discussed.  Also  used  to  certify 
security  clearances  of  individuals  in  writing  or  telephonically  for  at¬ 
tendance  at  classified  conferences  at  other  U.S.  Ciovemment  agen¬ 
cies  and  at  private  industry  organizations  having  an  industrial 
clearance  and  generally  engaged  in  classified  contract  work  for 
DCA. 

Information  is  disclosed  to  law  enforcement  or  investigatory 
authorities  for  investigation  aixl  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  This  is  a  manual  system  consisting  of  5’  x  8’  card 
records  maintained  in  two  rotary  file  cabinets. 

Retrievability:  Information  is  retrieved  by  the  individual’s  name. 

Safeguards:  Records  are  maintained  in  two  rotary  file  cabinets 
equipi^  with  key  locks.  The  file  cabinets  are  locked  during  non¬ 
duty  hours. 

Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  accessible  only  to  authorized  personnel  who  are  properly 
screened,  their  duties  require  them  to  be  in  the  area  where  the 
records  are  kept. 

Retention  and  disposal:  Records  have  been  maintained  since  1%2 
for  all  DCA  personnel  presently  or  previously  assigned  or  em¬ 
ployed.  Reccords  are  destroyed  when  no  longer  needed. 

System  manager(s)  and  address:  Chief,  Security  Division,  Code 
240,  Headquarters,  Defense  Communications  A^ncy.  Decentral¬ 
ized  Segment  -  (Thief,  Security  Branch,  Defense  Communications 
Engineering  Center,  Code  R121,  1860  Wiehle  Avenue,  Reston,  VA 
22090. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Division  Code  240,  Headquarters,  DCA. 
The  full  name  of  the  requesting  individual  will  be  retpiired  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  As  proof  of 
identity,  the  requester  must  present  a  current  DCA  identification 
badge  or  driver’s  license.  For  the  Decentralized  Segment  requests 
should  be  addressed  to  -  Chief,  Security  Branch,  Defense  Commu¬ 
nications  Engineering  Center,  Code  Rt21,  1860  Wiehle  Avenue, 
Reston,  VA  22090. 

Record  access  procedures:  Contact  the  Chief,  Security  Division, 
Code  240,  Headquarters,  Defense  Communications  Agency,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  determinations  ^  die  individual  may  be  ob¬ 
tained  from  the  SYSMANAGBR. 

Record  source  categories:  Information  is  placed  into  the  record 
system  by  the  system  manager  after  an  individual  is  nominated  for 
assignment  to  or  employment  by  DCA.  bformation  is  obtained 
from  National  Agency  Checks  which  may  include:  Federal  Bureau 
of  Investigation  (FBI),  Civil  Service  Commission  (CSC),  Depart¬ 
ment  of  State,  Central  Intelligence  Agency  (CIA),  Immigration  and 
Naturalization  Service  (I&hO.  Defense  Intelligence  Agency  (DIA), 
Defense  Investigative  Service  (DIS),  investigative  offices  of  the 
military  Department  (Army,  Navy,  Air  Force),  and  the  Credit  Bu¬ 
reau  Incorporated. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K240.(M 

System  name:  Identification  Badge  System 

System  location:  Office  of  the  Chief,  Physical  Security  Branch, 
Security  Division,  Code  243,  Headquarters,  Defense  Communica¬ 
tions  A^ncy  (DCA). 
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Categories  of  iadividuals  covered  by  the  systen:  Civilian  and  mili¬ 
tary  personnel  assigned  to  Headquarters,  DCA  and  collocated  field 
activities. 

Civilian  contractors;  civilian  and  military  members  of  the  U.S. 
Government  whose  official  duties  require  frequent  and  continuing 
access  to  Headquarters,  DCA  and  collocated  field  activities. 

Categories'  of  records  in  the  system:  The  E)CA  Pemunent  Badge, 
(DCA  Form  21),  issued  to  civile  and  military  persoimel  assigned 
to  Headquarters,  DCA  and  collocated  field  activities,  contains  a 
photograph  of  the  individual  with  his  or  her  surname,  first  name 
and  tmddle  initial,  and  a  badge  number.  The  badge  is  signed  on  the 
reverse  side  by  the  individual  and  countersigned  by  a  representative 
of  the  Office  of  the  Chief,  Physical  Security  Branch  (Code  243).  A 
du|dicate  photograph  is  mounted  on  a  3’  x  S'  control  card,  contain¬ 
ing  the  individual's  name,  grade  or  rank,  badge  number,  office  code 
arid  date  of  issue,  and  filed  alphabetically. 

The  DCA  Visitor  Badge,  (DCA  Form  80  or  184),  is  issued  to 
civilian  contractors  and  U.S.  Govenunent  civilian  and  military  per- 
somiel,  whose  security  clearance  is  on  file  with  the  Office  of  the 
Chief,  Physical  Security  Branch,  Code  243,  Headquarters,  DCA 
and  who  is  sponsored  by  a  Headquarters,  DCA  official.  The  badge 
contains  a  photograph  of  the  individual  with  his  surname,  first 
name,  middle  initial,  badge  number,  expiration  date  (not  to  exceed 
one  year  from  date  of  issue)  and  is  signed  by  the  individual  and 
countersigned  by  the  issuing  official  of  the  Physical  Security 
Branch  (Code  243).  Duplicate  photographs  are  retained  in  an  en¬ 
velope  and  filed  alphabetically,  and  are  used  for  renewal  of  badges. 

Authority  (or  maintenance  of  the  system:  10  U.S.  Code  133(b). 

Routine  uses  o(  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  o(  users  and  the  purposes  of  such  uses:  Physical  Security 
Branch,  DCA  -  The  badge  is  issued  to  the  individu^  as  his  means 
of  identification  to  the  DCA. 

Individual  retains  the  badge  in  his  possession  and  must  wear  it 
while  in  the  DCA  buildings.  The  badge  must  be  surrendered  when 
invalid  or  when  the  individual  no  longer  is  assigned  to  or  requires 
access  to  the  DCA. 

By  DCA  operating  officials  as  a  means  of  identification. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  ot  records  in  the  system: 

Storage:  Control  card  or  envelope  containing  duplicate  photo¬ 
graph  is  filed  in  a  locked  container. 

Retrievahility:  Control  card  or  envelope  containing  duplicate 
photograph  is  filed  alphabetically  by  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  an  area  which  is  accessible  only  to  authorized  personnel 
who  are  properly  screened,  and  their  duties  require  them  to  be  in 
the  area  where  the  records  are  kept. 

Retention  and  disposal:  Badge  and  control  card  with  extra  photo¬ 
graphs  are  destroyed  upon  termination  of  the  individual's  assign¬ 
ment  to  or  need  for  access  to  the  DCA. 

System  manager(s)  and  address:  Chief,  Physical  Security  Branch, 
Code  243,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  (Zhief,  Security  Division,  Code  240,  Headquarters,  DCA. 
The  full  name  of  requesting  individual  will  be  required  to  determine 
if  the  system  contains  a  record  about  him  or  her.  As  proof  of 
identity,  the  requester  must  present  a  current  DCA  identification 
badge  or  driver’s  license. 

Rccoitl  access  procedures:  Contact  the  Chief,  Security  Division, 
Code  240,  Headquarters,  Defense  Communications  A^ncy,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  determinations  by  the  individual  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Record  source  categories:  For  DCA  assigned  personnel  notifica¬ 
tion  is  received  from  the  Office  of  the  Chief,  Personnel  Security 
Division,  Code  242,  Security  Division,  Headquarters,  DCA. 

For  civilian  contractors  and  civilian  or  military  personnel  from 
other  U.S.  government  agencies  the  notification  is  received  from 
the  Headquarters,  DCA  or  collocated  field  activity  sponsor. 

Systenu  exempted  from  certain  provisions  of  the  act:  NONE 
K240.0S 

System  name:  visitor  Clearance  File 


System  locatioa:  Office  of  the  Chief  Physical  Security  Branch, 
Security  Division,  Headquarters,  Defense  Communications  Agency 
(DCA),  Code  243. 

Categories  of  individuals  covered  by  the  system:  All  civilian  per¬ 
sonnel  cleared  under  the  Defense  Industrial  Security  Program  and 
all  civilian  or  military  members  of  the  U.S.  Government  cleared  by 
their  respective  components  for  access  to  classified  material,  whose 
official  duties  require  them  to  have  access  to  classified  information 
in  the  performance  of  contractural  obligations,  or  participation  in 
defense  projects  with  the  DCA,  or  whose  functions,  services,  lo¬ 
gistics  support  are  required  by  the  DCA  or  to  facilities  under  the 
cognizance  of  the  DCA. 

Categories  of  records  in  the  system:  This  card  records,  as  applica¬ 
ble,  name,  social  security  number,  date  of  birth,  place  of  birth, 
citizenship,  alien  registration  number,  clearance  and  date,  authori¬ 
ty,  organization,  persons  or  offices  to  be  visited,  date  visit 
authorized  of  the  individual  requesting  access  to  the  DCA  and  clas¬ 
sified  information.  All  data  is  supplied  in  letter  form  by  the  Securi¬ 
ty  Officer  of  the  individual’s  company  or  organization.  The  file  also 
includes  a  remarks  section  which  is  used  to  record  the  DCA’s  spon¬ 
sor's  request  for  a  badge;  badge  number,  if  assigned;  a  file  number 
cross-indexed  to  the  letter;  and  disposition  instructions.  The  file  is 
updated  as  requested  by  the  individual's  organization  or  company, 
usually  once  annually. 

Authority  for  maintenance  of  the  system:  Exedutive  Order  10450, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Physical  Security 
Branch,  DCA  -  Information  is  collected  and  used  for  management 
use  and  control  of  access  to  classified  information;  daily  certifica¬ 
tion  of  clearances  to  DCA  project  officers;  certification  of 
clearance  on  travel  orders;  request  for  DCA  badges;  certification  of 
clearances  to  any  US  government  agency  or  DoD  component  par¬ 
ticipating  in  DCA  projects,  or  where  the  DCA  is  a  psirticipant  in 
another  agency  or  component  project. 

Department  of  Army,  Military  District  of  Washington  -  Identify¬ 
ing  data  (name,  date  and  place  of  birth,  sex,  height,  weight  and  or¬ 
ganization)  used  on  DoD  and  Pentagon  Building  passes  (DD  Form- 
1466  and  1467). 

Joint  Chiefs  of  Staff  (JCS)  -  Identifying  data  (name,  grade, 
height,  weight,  color  of  hair  and  eyes,  date  and  place  of  birth, 
security  clearance)  used  on  JCS  passes  or  badges  a^  is  submitted 
on  JCS  Form  8. 

provost  Marshal,  Fort  Ritchie,  Md.  -  Identifying  data  (name, 
grade,  rank,  title,  branch  of  service,  social  security  number,  date 
and  place  of  birth,  weight,  height,  color  of  hair  and  eyes,  sex,  or¬ 
ganization  or  employer,  security  clearance)  used  on  Fort  Ritchie 
badges  and  is  submitted  on  Fort  Ritchie  ACCN  Form  19. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposiiig  of  records  in  the  system: 

Storage:  Visible  file  cards  (S’x8’)  in  rotary  power  file;  correspon¬ 
dence  in  file  folders,  in  safe. 

Retrievahility:  Information  on  file  cards  filed  alphabetically  by 
name. 

Correspondence  filed  with  sequential  number  cross-indexed  to 
file  card. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  accessible  only  to  authorized  personnel  who 
are  properiy  screened,  and  their  duties  require  them  to  be  in  the 
area  where  the  records  are  kept 

Retention  and  dtepo^:  File  cards  are  maintained  indefinitely  as 
long  as  recertification  is  received  aimually  from  the  individual's  or¬ 
ganizational  or  company  security  officer.  Inactive  cards  are 
removed  and  destroyed  periodically,  usually  within  six  months 
from  the  expiration  of  the  visit  request. 

Correspondence  files  are  removed  and  destroyed  annuaUy  and  as 
replaced  by  new  certification. 

System  managerfs)  and  addresK  Chief,  Physical  Security  Branch, 
Code  243,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Division,  Code  240,  Headquarters,  DCA. 
The  Full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  As 
proof  of  identity,  the  requester  must  present  a  current  DCA 
identification  bac^  or  driver's  license. 
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PRIVACY  ACT  ISSUANCES 


Record  access  procedures:  Contact  the  Chief,  Security  Division, 
Co^  240,  Headquarters,  Defense  Communications  A^ncy,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  determinations  bji  the  individual  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Record  source  categories:  All  information  maintained  on  the  in¬ 
dividual  is  furnished  by  the  Security  Officer  of  the  individual’s  or¬ 
ganization,  company,  or  institution. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K240.06 

System  name:  Classified  Container  Information  on  Form  (DA  Form 
727) 

System  locatioo:  Office  of  the  Chief,  Physical  Security  Branch, 
Code  243,  Security  Division,  Headquarters,  Defense  Communica¬ 
tions  Agency  (DCA).  Decentralized  Segment  -  Defense  Communi¬ 
cations  Operations  Center,  Allocations  and  Engineering  Division, 
Code  N230. 

Categories  of  individuals  covered  by  the  system:  Civilian  and  mili¬ 
tary  personnel  assigned  to  Headquarters,  DCA  and  collocated  field 
activities  who  have  been  designated  responsible  officials  of  a  clas¬ 
sified  container,  or  who  are  to  be  notified  if  the  container  is  found 
open  and  unattended. 

Categories  of  records  in  the  system:  This  form  records  the  name, 
grade,  address  and  telephone  number  of  the  above  individuals. 

Authority  for  maintenance  of  the  system:  Executive  Order  104S0, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Physical  Security 
Branch,  E>CA  -  Record,  in  duplicate,  of  each  container  used  for 
storage  of  classified  material  and  identifies  individuals  who  have 
knowledge  of  the  combination. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposii^of  records  in  the  system: 

Stor^e:  The  original  copy  is  posted  on  the  outside  of  the  con¬ 
tainer  in  the  DCA  office  concerned;  the  carbon  copy  is  attached  to 
the  outside  of  a  sealed  envelope  which  contains  a  smaUer  envelope 
containing  the  classified  combination  and  is  stored  in  an  approved 
classified  container  in  the  Office  of  the  Chief,  Physical  Srcurity 
Branch,  Code  243,  Headquarters,  DCA. 

Retrievability:  Filed  numerically  by  container  number. 

Safeguards:  Building  employs  security  guards.  Carbon  copy 
records  are  maintained  in  area  which  is  accessible  only  to 
authorized  personnel  who  are  properly  screened,  and  their  duties 
require  them  to  be  in  the  area  where  the  records  are  kept. 

Retention  and  disposal:  This  form  is  retained  only  as  long  as  the 
information  remains  accurate,  but  not  to  exceed  one  year,  at  which 
time  it  is  destroyed  bybuming.  The  original  copy  on  the  safe  is 
removed,  discarded  and  replaced  by  an  u^ated  copy. 

System  managerfs)  and  address:  Chief,  Physical  Security  Branch, 
Code  243,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Division,  name  of  staff  element.  Code 
240,  Headquarters,  DCA.  The  full  name  of  the  requesting  individual 
will  be  required  to  determine  if  the  system  contains  a  record  about 
him  or  her.  As  proof  of  identity,  the  requester  must  present  a  cur¬ 
rent  DCA  identification  badge  or  driver’s  license. 

Record  access  procedures:  Contact  the  Chief,  Security  Division, 
Code  240,  Headquarters,  Defense  Communications  Agency,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Coutestkig  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  determinations  by  the  individual  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Record  source  categories:  Names  of  the  individuals  in  the  system 
are  submitted  on  the  form  which  is  completed  by  the  DCA  office 
concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K240.07 

System  name:  Vehicle  and  Parking  Registration  Card 


System  location:  Office  of  the  Chief,  Physical  Security  Branch, 
Security  Division,  Code  243,  Headquarters,  Defense  Communica¬ 
tions  Agency  (DCA). 

Categories  of  individuals  covered  by  the  system:  All  civilian  and 
military  personnel  assigned  to  Headquarters,  DCA  and  collocated 
field  activities,  and  who  register  their  vehicles  for  parking  on  base. 

Civilian  contractor  personnel  assigned  desk  space  at  Headquar¬ 
ters,  DCA  and  who  apply  for  parking  privileges  on  base. 

Categories  of  records  in  the  system:  This  file  records  name,  ad¬ 
dress,  office  code,  office  telephone  number,  social  security  account 
number  (SSAN),  make,  year,  body  style,  and  color  of  vehicle, 
license  plate  number  and  state,  insuring  company  and  policy 
number,  amount  of  liability  insurance,  expu^tion  date  of  insurance 
policy  carpool  members  and  their  address,  place  of  employment 
and  SSAN.  The  card  also  includes  a  certification  statement  signed 
and  dated  by  the  individual  that  he  has  read  and  understands  the 
DCA  Parking  Regulations  and  attests  to  the  accuracy  of  the  infor¬ 
mation  the  individual  provided.  The  amount  of  liability  insurance  is 
restricted  to  the  term  'minimum  required  by  tKe  State  of  Virginia’. 
No  dollar  amounts  are  requested  or  required  by  the  DCA. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Physical  Secunty 
Branch,  DCA  •  Information  is  used  to  report  to  the  GSA  the  total 
number  of  parking  spaces  and  itemized  to  show  the  number  used 
for  Government-owned  or  leased  vehicle  parking;  other  official 
parking;  visitor  vehicle  parking;  employee  parking;  number  of  em¬ 
ployee  spaces  assigned  to  physically  handicapped  employees; 
number  and  percentage  of  employee  paildng  spaces  assigned  to  ex¬ 
ecutive  personnel  and  persons  assigned  unusual  hours;  number  of 
employee  parking  spaces  used  by  carpools;  and  total  number  of 
persons  using  carpool  spaces. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Visible  file  cards  (S’  x  8’)  in  metal  file  cabinet. 

Retrievability:  Filed  alphabetically  by  name  and  parking  status, 
that  is.  Handicap  Area,  Carpool  Area,  Executive  Area,  and  Open 
Area.  ' 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  accessible  only  to  authorized  personnel  who 
are  properly  screened,  and  their  duties  require  them  to  be  in  the 
area  where  the  records  are  kept. 

Retention  and  disposal:  File  cards  are  maintained  during  the 
period  of  the  incumbent’s  assigiunent,  then  removed  and  destroyed 
when  asignment  is  terminated. 

System  manager(s)  and  address:  Chief,  Physical  Security  Branch, 
Code  243,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Division,  Code  240,  Headquarters,  DCA. 
The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  As  proof  of 
identity,  the  requester  must  present  a  current  DCA  identification 
badge  or  driver’s  license. 

Record  access  proc^ures:  Contact  the  Chief,  Security  Division, 
Code  240,  Headquarters,  Defense  Communications  Agency,  for 
assistance.  The  mailing  address  is  listed  in  the  orpanizational 
directory  of  the  Defense  Conunimications  Agency  pubhshed  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  determinations  by  the  individual  may  be  ol^ 
tained  from  the  SYSMANAGER. 

Record  source  categories:  Completed  form  filled  out  by  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K240.08 

System  name:  Security  Violation  Case  File 

System  location:  Office  of  the  Chief,  Physical  Security  Branch, 
Security  Division,  Code  243,  Headquarters,  Defense  Communica¬ 
tions  Agency  (DCA).  Decentralized  Segments  •  Security  Branch, 
Defense  Conununications  Engineering  Center,  Code  R121,  and 
Physical  Security  Branch,  Command  and  Control  Technical  Center 
(CCTC)  Code  C122. 

Categories  of  individuals  covered  by  the  system:  Civilian  and  mili¬ 
tary  personnel  assigned  to  Headquarters,  l5CA  and  collocated  field 
acuvities,  who  committed  or  contributed  to  a  security  violation  in¬ 
volving  classified  defense  information. 
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Civilian  and  military  personnel  assigned  to  Headquarters,  DCA 
and  collocated  field  activities,  who  discovered  the  violation,  were 
witnesses  in  connection  with  the  violation,  or  were  interviewed  to 
determine  whether  they  were  involved. 

Civilian  contractors  under  contractural  obligation  to  the  DCA  and 
who  were  witnesses  in  connection  with  the  violation,  or  were  inter¬ 
viewed  to  determine  whether  they  were  involved. 

Any  individual  in  the  civilian  community,  government  employ, 
milit^  or  civilian,  who  reported  a  security  violation,  or  who  could 
furnish  information  relative  to  the  violation,  or  who  may  have  been 
involved  in  the  violation. 

Categories  of  records  in  the  nrstem:  This  file  contains  the  results 
of  an  investigation  involving  classified  defense  information  which 
has  been  compromised  or  subjected  to  compromise  through  loss, 
unauthorized  disclosure,  improper  handling  or  transmission,  or 
failure  to  safeguard.  It  contains  the  facts  and  circumstances  sur¬ 
rounding  the  violation,  the  personnel  involved,  the  findings,  affixes 
responsibility,  and  recommendations  for  remedial,  administrative  or 
disciplinary  actions. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposa  of  such  uses:  Security  Division, 
Headquarters,  DCA  -  This  file  which  consists  of  a  Report  of 
Secimty  Violation,  and  an  Investigation  Officer’s  Report  of  In- 
vesti^tion,  is  used  to  determine  the  adequacy  of  the  investigation, 
a  review  of  the  circumstances  which  led  to  the  violation,  and  a 
review  of  the  security  policies  and  procedures  established  by  the 
DCA  and  the  office  concerned  with  the  aim  of  improving  the 
procedures  to  preclude  further  violations.  It  is  also  used,  when 
compromise  cannot  be  precluded,  to  notify  the  original  classifica¬ 
tion  authority  for  the  specific  classificaton  involved,  and  to  request 
an  impact  statement  on  national  security,  and  whether  the  informa¬ 
tion  can  be  downgraded  or  declassified.  A  copy  may  also  be 
furnished  to  an  appropriate  military  service  or  government  agency 
involved  in  prosecution  proceedings. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  diqiosing  of  records  in  the  system: 

Storage:  The  correspondence  is  stored  in  case  folders  and 
secured  in  a  safe. 

Retrievability:  Egch  case  folder  is  filed  in  numerical  sequence  by 
calendar  year  and  cross-referenced  to  an  index  sheet  containing 
case  number,  code,  date  of  violation  and  name(s)  of  individuals  in¬ 
volved. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  accessible  only  to  authorized  personnel  who 
are  properly  screened,  and  their  duties  require  them  to  be  in  the 
area  where  the  records  are  kept. 

Retention  and  disposal:  Case  files  that  preclude  compromise  are 
considered  administrative  and  destroyed  upon  departure  of  the  in¬ 
dividual. 

Case  files  that  reflect  compromise  are  retained  for  two  years 
then  retired  to  the  Federal  Records  Center  for  an  additional  eight 
years,  then  destroyed. 

System  managerfs)  and  address:  Chief,  Physical  Security  Branch, 
Code  243,  Headquarters,  DCA.  Decentralized  Segments  -  Chief, 
Security  Branch,  Defense  Communications  Engineering  Center, 
1860  Wiehle  Avenue,  Reston,  VA  22090,  and  Chief,  Security 
Branch,  CCTC,  Code  C122,  Washington,  D.  C.  20301. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Security  Division,  Code  240,  Headquarters,  DCA. 
The  full  name  of  the  requesting  incUvidual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  As  proof  of 
identity,  the  requester  must  present  a  current  DCA  identification 
badge  or  driver’s  license.  For  the  Decentralized  Segments  requests 
should  be  addressed  to  -  Chief,  Security  Branch,  Defense  Commu¬ 
nications  Ei^neering  Center,  1860  Wiehle  Avenue,  Reston,  VA 
22090  or  Chief,  Physical  Security  Branch,  Command  and  Control 
Technical  Center  ,  Code  Cl 22,  Washington,  D.  C.  20301. 

Record  access  procedures:  Contact  the  Chief,  Security  Division, 
Code  240,  Headquarters,  Defense  Communications  Agency,  for 
assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  AgeiKy  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Coutesdng  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  determinations  by  the  individual  may  be  ob¬ 
tained  from  the  SYSMANAGER.  * 


Record  source  categories:  Information  developed  by  the  In- 
vestigatii^  Officer  investigating  the  violation  includes,  interviews 
with  the  individual(s)  involved  in  the  violation;  witnesses  to  or  hav¬ 
ing  knowledge  of  the  violation;  co-workers  and  supervisor;  it  may 
include  sworn  statements,  depositions,  photographs  or  sketches  of 
the  area  or  equipment  involved  in  the  violation;  office  security 
procedures  or  instructions;  and,  in  some  cases,  a  copy  of  the  clas¬ 
sified  document  involved. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K660.01 

System  name:  303-41-42  Claims  Files,  Requests  for  Waiver  of  Pay 

and  Allowances 

System  location:  Office  of  Financial  Services  Division,  Code  660, 
He^quarters,  Defense  Communications  Agency  (DCA),  Washing¬ 
ton,  D.C.  20305. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  or  former  civilian  employees  of  DCA  who  submit  requests 
for  waiver  of  claims  of  the  US  arising  from  erroneous  overpymt  of 
pay  &  allowances. 

eateries  of  records  in  the  system:  The  initial  request  for  waiver 
of  claim.  The  report  of  investigation,  including  copies  of  all  docu¬ 
mentation,  affidavits,  statements,  vouchers,  and  other  papers  con¬ 
taining  information  bearing  on  the  case.  A  summa^  of  the  report 
of  investigation  and  a  register  of  r^uests  for  waiver.  Correspon¬ 
dence  with  the  General  Accounting  Office  concerning  claims 
waivers.  Comspondence  with  the  individual  who  submitted  the 
waiver  request.  Decisions  concerning  waivers  of  the  Comptroller, 
DCA  or  the  Comptroller  General  of  the  United  States. 

Authority  for  maintenance  of  the  system:  5.U.S.C.  5584  ’Claims 
for  Overpayment  of  Pay  and  Allowances,  other  than  travel  and 
transportation  expenses  and  allowances  and  relocation  expenses.’ 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  residing  in  these 
files  represent  the  history  of  a  request  for  waiver  of  claun  A  the 
action  taken  thereon,  including  disposition.  Used  by  Comptroller, 
DCA  or  Comptroller  General  of  the  United  States  to  reach  a  deci¬ 
sion  concerning  requests  for  waiver.  Records  are  used  to  administer 
and  process  requests  for  waivers  of  claims. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  record  is  stored  in  a  locked  safe. 

Retrievability:  Retrieved  by  the  name  of  the  individual  who  sub¬ 
mits  a  request  for  a  waiver  of  claim. 

Safeguards:  Records  are  stored  in  a  locked  safe.  Access  is  limited 
to  Code  660,  DCA,  the  investigating  officer  if  other  than  from 
Code  660,  and  the  individual  concerned,  if  he  so  desires,  as  well  as 
the  DCA  Counsel,  the  Director  and  personnel  of  the  Claims  Divi¬ 
sion  of  the  GAO. 

Retention  and  disposal:  Records  are  retained  by  Code  660,  Hq 
DCA  for  2  years,  then  retired  to  Federal  Records  Center  for  per¬ 
manent  storage. 

System  manager(s)  and  address:  Chief,  Financial  Services  Divi¬ 
sion,  Code  660,  Headquarters,  Defense  Communications  Agency, 
Washington,  D.C.  20305 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Chief,  Financial  Services  Division,  Code  660, 
Headquarters,  DCA,  Washington,  D.C.  20305.  Individual  must  pro¬ 
vide  his  full  name  and  social  security  number  to  determine  whether 
or  not  the  system  contains  a  record  on  him.  For  personal  visits  the 
individual  must  present  proof  of  identity  to  include  his  full  name 
and  social  security  num^r  as  well  as  positive  identification,  such 
as  identification  card  or  driver’s  license. 

Record  aceem  procedures:  Contact  the  Chief,  Financial  Services 
Division,  Code  6k),  Headquarters,  Defense  Communications  Agen¬ 
cy,  Washington,  D.C.  20305  for  assistance. 

Contesting  record  procedures:  The  Defense  Communications 
Agency’s  rules  for  access  to  records  and  for  contesting  content  and 
appealing  initial  determination  by  the  individual  concerned  are 
promulgated  in  the  Rules  and  Regulations  section  of  the  Federal 
Register. 

Record  source  categories:  Official  Personnel  Records  of  In¬ 
dividuals;  Finance  and  Accounting  Offices  for  financial  records;  in¬ 
dividuals  having  knowledge  concerning  the  subject  of  the  claim,  for 
statentents  and  affidavits;  and  any  other  source  from  which  per¬ 
tinent  information  may  be  drawn. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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K700.01 

System  name:  Employee-Management  Relations  and  Services  Files 
System  location:  Primary  System  •  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 
Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system:  DCA  civilian  em¬ 
ployees  in  the  Washington  Metropolitan  Area  who  have  a  require¬ 
ment  for  the  employee-man^ement  service  except  the  grievance 
file  which  is  applicable  to  aU  DCA  civilian  employees. 

Categories  of  records  in  the  system:  Blood  donor  program  records, 
grievaiKe  file  containing  all  documents  realted  to  a  grievance, 
reconsideration  file  containing  all  documents  relating  to  a  negative 
determination  of  within-grade  sakny  increase  and  &e  request  for 
reconsideration  of  the  determination,  DCA  Form  169,  Exit  Inter¬ 
view 

Authority  for  maintenance  of  the  system:  Federal  Personnel 
Manual,  Supplement  990-1,  Book  III,  Part  S3I,  Section  S31.407 
Work  of  an  Acceptable  Level  of  Competence,  Psirt  771,  Employee 
Grievances,  Part  7IS,  Subpart  B.  Voluntary  Separations 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Civilian  Per¬ 
sonnel  Office  staffs  and  supervisors  of  employees  to  process  and 
record  actions  pertinent  to  employee-management  relations  and  ser¬ 
vices. 

Used  by  the  Director/Vice  Director  and  heads  of  major  staff  ele¬ 
ments  DCA  Headquarters  and  Commanders  of  DCA  field  activities 
in  the  Washington  MetropoUtan  Area  to  render  decisions  concern¬ 
ing  individual  employees  and  as  a  basis  for  future  management  ac¬ 
tion. 

Used  by  Department  of  Defense  and  Civil  Service  Commission 
inspectors  to  review  records  for  compliance  with  applicable  Federal 
Personnel  Manual  policies. 

Used  by  the  Civil  Service  Commission  to  review  agency  records 
concerning  grievances  and  negative  determinations  of  within-grade 
salary  increase.  « 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  stored  in  file  folders  and  card  files. 
Retrievability:  Information  is  retrieved  by  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  by  operating  officials  in  area  accessible  only  to  authorized 
personnel  who  are  properly  screened  and  cleared  arid  whose  duties 
require  them  to  bein  the  area  where  records  are  maintained.  Files 
are  locked  in  secure  file  cabinets  during  non-duty  ho^. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  for  two  years  and  subsequently  destroyed  except  for  blood 
donor  records  which  are  retain^  until  the  employee  terminates 
his/her  employment  with  DCA  and  subsequently  dq3troyed. 

System  manager(s)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 
Decentralized  Segments  -  Civiliim  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metropolitan 
area. 

The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
iidormation  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720  Headquarters,  DCA 
Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropohtan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 


Contesdng  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Official  personnel  folder,  individual  em¬ 
ployees,  employee  representatives,  supervisors  of  employees, 
civ^an  personnel  staff,  hearing  examiners  reports  and  other  reports 
of  inverstigation,  statements  of  witnesses  and  'management 
representatives. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.02 

System  name:  Civilian  Awards  Program  File 
System  locatkm:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 
Decentralized  Segments  -  DCA  field  activities. 

Categories  of  individuals  covered  by  the  system:  DCA  civilian  em¬ 
ployees  who  merit  special  recognition  for  performance  either  within 
or  outside  the  employee’s  job  responsibilities  and  length  of  service 
to  the  Government.  Suggestions  from  civilian  and  mihtary  person¬ 
nel  assigned  to  Defense  Communications  Agency,  Department  of 
Defense  and  other  government  agencies. 

Categories  of  records  in  the  system:  File  contains  copies  of 
minutes  of  DCA  Awards  Board  meetings,  action  by  approving  offi¬ 
cials,  record  of  individuals  receiving  awards,  DCA  Form  89,  Ser¬ 
vice  Award  Work  Sheet  and  Record,  suggestions  and  report  of 
evaluation  of  suggestions,  and  related  correspondence.* 

Authority  (or  maintenance  of  the  system:  Federal  Personnel 
Manual,  Chapters  430  Performance  Evaluation,  430  Incentive 
Awards,  331  Pay  Under  the  General  Schedule 
Department  of  Defense  Directive  3120.13  Department  of  Defense 
Incentive  Awards  Program;  Assignment  of  responsibility. 

Department  of  Defense  Instruction  3120.16,  Department  of 
Defense  Incentive  Awards  Program:  Policies  and  Standards  • 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  civilian'per- 
sonnel  office  staff  to  process  and  record  actions  for  individuals 
who  merit  special  recognitions. 

Used  by  suggestion  evaluators  in  the  Defense  Communications 
Agency,  Department  of  Defense  and  other  government  agencies  to 
recommend  adoption  or  non-adoption  of  suggestions. 

Used  by  the  Department  of  Defense  and  Civil  Service  Commis¬ 
sion  to  process  and  approve  nominations  for  awards.  ' 

Used  by  DCA  Awa^s  Boards  to  review  nominations  for  awards 
and  recommend  approval/disapproval  to  the  Director,  DCA. 

Used  by  the  Director  DCA  to  approve/disapprove  recommenda¬ 
tion  for  awards. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  name  and 
type  of  award. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  file  cabinets  with  a  combination  lock  and  are .  accessible 
only  to  authorized  personnel  who  are  properly  screened  and  cleared 
and  whose  duties  require  them  to  be  in  the  area  where  records  are 
maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  in  active  file  for  two  calendar  years  and  subsequently 
destroyed  except  for  minutes  of  Awards  Boards  which  are  retained 
for  five  years  and  subsequently  destroyed. 

System  manager(s)  and  address:  Primary  System  •  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA 

Decentralized  Segments  -  Directors,  Commanders  and  Chiefs  of 
DCA  field  activities. 

Notification  procedure:  Information  may  be  obtained  from: 
Primary  System  -Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 
Decentralized  Segments  -  Directors,  Commanders  and  Chiefs  of 
DCA  field  activities. 

The  full  name  of  the  requesting  individual  will  be  required  to 
'determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
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infonnation  on  whether  the  system  contains  records  pertaii^  to 
him  or  her.  At  proof  of  identity  the  reouestor  must  present  eithn  a 
current  DCA  identification  badte  or  a  driver’s  license. 

Record  aeccss  proeedarcs:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Pnrsoiuiei,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA. 

Decentralized  Segments  -  Contact  the  Director,  Commander  or 
Chief  of  the  appropmte  DCA  field  activity. 

The  official  maining  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 

CoatesdM  record  procedures:  The  AgeiKy’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
SYSMANAGER. 

Record  source  categories:  Official  Personnel  Folder,  supervisors 
of  employees,  individuals  submitting  suggestions,  evaluators  of  sug¬ 
gestions,  DCA  Awards  Boards,  civilian  personnel  office  staff.  De¬ 
partment  of  Defense,  Civil  Service  Commission. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
K700.03 

System  name:  Personnel  Management  Infonnation  System 
(PERMIS) 

System  location:  Primary  System  -  Office  of  the  Assistant  to  the 
Director  for  Personnel,  Code  700,  Headquarters  (HQ),  Defense 
Communications  Agency  (DCA); 

Decentralized  Segments  -  DCA  Field  Activities. 

Categories  of  individuals  covered  by  the  system:  All  civilian  and 
military  personnel  currently  or  formeily  employed  by  or  assigned  to 
the  DCA. 

Categories  of  records  in  the  system:  System  contains  personal  in¬ 
formation  in  several  categories:  biographical  data  (Name,  SSAN, 
Sex,  Minority  Group  Indicator,  Birth  Date,  Marital  Status,  Number 
of  Dependents,  Number  of  Dependents  Overseas,  Sex  of  Depen¬ 
dents,  Dependent  Birth  Date,  Citizenship,  Former  Citizenship,  Per¬ 
sonal  Title,  blood  type,  RH  Factor,  date  of  last  blood  donation, 
quantity  of  blood  donated  to  date);  DcA  employment(DCA  Start 
Date,  Recruitment  Source,  DCA  Service  Computation  Date,  Geo¬ 
graphic  Location,  Submitting  Office  Number,  E>CA  Area,  Office 
Code,  Badge  Number,  Salary,  Appointment  Type,  Work  Schedule, 
Pay  I^n,  Grade,  Step,  Date  of  Grade,  Pay  Determinant,  Pay  Basis, 
Date  of  Last  Within^rade,  Highest  Previous  Grade,  Special  Pro¬ 
gram  Identifier,  Competitive  Level,  Tenure-Excepted,  Reemploy¬ 
ment  Rights,  Apportionment  Code,  Metropolitan  Area  Code, 
Security  Clearance  Level,  Reemployed  Employee  Code,  Retired 
Military  Service  and  Component,  Date  of  Military  Retirement, 
Retirement  Rank,  Retirement  Lo<Ution,  Retired  Military  Starting 
Civilian  Grade,  Retired  Military  Starting  Civilian  Position,  Retired 
Military  Starting  Civilian  Area,  Reserve  Status,  Reserve  Service, 
Reserve  Rank,  Reserve  Title,  Reserve  Job  Code,  Reserve  DCA 
Skill  Code,  Reserve  Expected  Separation  Date,  Mobilization  Code, 
Position  Code,  Position  Description  Number,  DCA  Skill  Code,  Job 
Title,  Career  Field,  Civilian  Job  Code,  Function  Code  for  Scientists 
and  Engineers,  Rotation  Date,  Not-to-Exceed  Code,  Not-to-Exceed 
Date,  Nature  of  Action  Code,  Nature  of  Action  Date,  Perfornuuice 
Rating  Date,  Performance  Rating  Code,  Supervisor  Code,  Trainee 
Code,  Reason  for  Departure  Code,  Agency  to  Which  Leave  Record 
Sent,  Date  Leave  Record  Sent,  Agency  to  Which  Personnel  File 
Sent,  Job  Opportunity  Announcement  Number,  Milit^  Requisition 
Number,  Srcuiity  Investigation  Date);  military  service  information 
(Date  Entered  Military  Service,  Service  Component,  Branch  of  Ser¬ 
vice,  Date  of  Commission,  Ex|>ected  Sepnration  Date,  Primary  Job 
Code,  Secondary  Job  Code,  Tertiary  Job  Code,  Add^  Job  Code, 
Source  of  Commission,  Permanent  Grade,  I>ate  of  Permanent 
Grade,  Spocial  (Qualifications  Code,  Sptecial  Career  Program, 
General  Test  Sc<m,  Date  of  Proficiency  Test,  Proficiency  Pay, 
Date  of  Last  Physical,  Date  of  Last  Photo,  Milit^  Education 
Level,  Military  School  Attended,  Date  Attended  Military  School, 
Rating  Official,  Milita^  Performance  Rating,  Military  Job  Co^, 
Temporary  Grade,  Office  Assignment  of  Military  Rater,  Indorsing 
Official,  Office  Assignment  of  Military  Indorser,  MOS  Prefix, 
MOS  Suffix);  civilian  federal  employment  (Service  Computation 
Date,  Date  Entered  Federal  Service,  Veterans  Preference,  Reduc¬ 
tion  In  Force  Code,  Tenure  Group.  Probation  Start  Date,  Career 
Start  Date,  Leave  Category,  Handicap  Code,  Position  Occupied 
Code);  education  (Education  Level,  Umversity  Attended,  Academic 
Spieciality,  Year  of  Degree,  Education  Notes);  experience  informa¬ 


tion  (Previous  Eiimloyer,  Previous  Job  Title.  Previous  DCA  Skill 
Code,  To-From  Dates  of  Previous  Employment);  tratniag  and 
career  appirais^  (Type  of  Traimng,  Purprasc  ^  Training,  Source  of 
Training,  Training  Facility,  Coum  Number,  Course  Name,  On 
Duty  Training  Hours,  Off  Duty  Training  Hours,  Dnect  Traiaiag 
Costs,  Indirect  Trainiag  Costs,  Date  of  Training,  Training  Statns, 
Training  Spionsor,  Special  Interest  Traiong,  Depee  Program 
School,  T)m  of  Degree  Program,  Academic  Speciality  of  D^;ree 
Program,  (Credits  Remaining  for  Degree);  (D^  of  Career  Ap>- 
pra^.  Date  of  Career  Training,  Competence  Rating,  (Quality  of 
Work  Rating,  Written  Woric  Rating,  Oral  Expiression  Rating, 
Cooperation  Ratiiv.  Stability  Rating,  Supervision  Rating,  (Career 
Development  Job  Title,  (Career  Development  Rotation  Area,  Career 
Developnent  Rotation  Office,  (Career  Developwnent  Rotation  Other 
Agency);  awards  and  recognition  (Type  of  Award,  Date  of  Award, 
Amount  of  Award,  TangiUe  Award,  Intangible  Award);  benefits 
(Federal  Employees  Group  Life  Insurance  Coverage;  Fe^ral  Em¬ 
ployees  Health  Benefits  Plan,  Federal  Employees  Health  Benefits 
Carrier,  Retirement  System);  publications  (Title,  Related  DCA  Skill 
Code,  Date  of  Publication,  Place  of  Publication,  Title  of  Periodi¬ 
cal);  p>rofessional  societies  (Nae  of  Society,  Offices  Held  in 
Society,  To-From  Membership  Date);  union  affiliation  (Name  of 
Union,  Union  Office  Held,  To-From  Membership  Date);  locator  in¬ 
formation  (Home  Phone  Number,  Office  Phone  Number,  DCA 
Budding  Number,  Room  Number). 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  133(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pmiposes  of  such  uses:  DCA  arid  DCA  Field  Ac¬ 
tivities  -  collect  and  maintain  p>ersoiud  data  for  internal  management 
purpx>ses  and  to  meet  external  report  requirements.  Data  is  used  by 
the  Director,  DCA  and  those  DCA  officials  to  whom  the  Director 
has  delegated  authority  to  command,  organize,  direct,  and  manage 
the  DCA  and  DCA  Field  Activities. 

Civil  Service  Commission  and  Depiartment  of  Defense  -  data  is 
used  for  statistical  and  by  nante  repmrts. 

Policies  and  piracticcs  for  storing,  retrieving,  accessing,  retaining, 
and  (Uspiosing  of  records  in  the  system: 

Storage:  Computer  magnetic  tap>es/disks/drums  and/or  punched 
cards. 

Retrievability:  Retrieved  by  SSAN  or  random  access. 

Safeguards:  System  is  in  areas  accessible  only  to  authorized  per¬ 
sonnel  who  are  properly  screened,  cleared  and  trained.  Buil^ng 
employs  security  guards  to  control  access.  Computer  software 
restricts  access  by  use  of  a  series  of  p>asswords  and  levels  of 
security  codes  for  each  data  element. 

Retention  and  dispwsal:  Records  are  permanent.  They  are  retained 
in  the  active  system  during  the  individuals  employment/assigiunent 
to  DCA.  Upjon  departure  from  DCA,  individu^  records  are  trans¬ 
ferred  to  a  lustory  file  within  ElCA. 

System  managerfs)  and  addren:  CTiief,  Plans  and  Analysis  Divi¬ 
sion,  Code  730,  Office  of  the  Assistant  to  the  Director  for  Person¬ 
nel,  Hq  DCA. 

Notification  pwoccdurc:  Personiel  currently  assigned  to/employed 
by  Headquarters  DCA  or  personnel  formerly  assigned  to  DCA  and 
ENCA  Field  Activities  may  obtain  information  from: 

Assistant  to  the  Director  for  Personiel 
Defense  Communications  Agency 
8th  &  S.  Courthouse  Road 
Arlington,  Va.  22204 

Persoiuel  currently  assigned  to/employed  by  DCA  Field  Activi¬ 
ties  may  obtain  information  by  contacting  the  Commander  of  their 
organization. 

For  personal  visits,  requests  for  information  concerning  an  in¬ 
dividual  must  contain  name  and  SSAN.  Proof  of  identity  is  either 
an  employee  ID  card  or  driver’s  license. 

Record  access  procedures:  Contact  the  Assistant  to  the  Director 
for  Personnel  for  information  concerning  access  to  individual 
records.  The  official  mailii^  address  is  in  the  Depiartment  of 
Defense  directory  in  the  apjendix  to  the  DCA  systems  notice. 

Contesting  record  prrocedurcs:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appiealing  initial  determina¬ 
tions  'by  the  individual  concerned  may  be  (Stained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  in  the  system  is  obtained 
from  the  individual  either  verbally  or  in  writing  and  from  source 
documents  found  in  individual  Official  Personnel  Folders/Fiks  or 
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submitted  by  employee  supervisors,  personnel  office  employees, 
EEO  officialsi  and  security  office  employees. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.035 

System  name:  602-11  Active  Application  Files  (Applicant  Supply 
Files) 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
employment  with  DCA  organizations  in  the  Washington 
MetropoUtan  Area  for  positions  which  the  organizations  have 
beenauthorized  by  the  Civil  Service  Commission  to  make  tempora¬ 
ry  or  term  appointments  outside  Civil  Service  Commission  re¬ 
gisters. 

Categories  of  records  in  the  system:  File  contains  copies  of  Stan¬ 
dard  Form  170,  Application  for  Federal  Employment,  Standard 
Form  171,  Personal  Qualifications  Statement,  Standard  Form  172 
Supplemental  Experience  and  Qualifications  Statement,  Qualifica¬ 
tions  evaluations  of  the  applicants,  positions  for  which  appUcation 
is  made,  opening  date  for  acceptance  of  applications  and  date  that 
recruitment  for  the  position  is  closed,  priority  groupings,  alphabetic 
index  of  applications  on  file,  index  to  the  eligible  applicants  by  oc¬ 
cupational  area,  priority  group  and  grade,  name  of  individual 
selected  and  date  of  selection  for  appointment,  qualifications  stan¬ 
dard  used,  written  record  of  the  positive  efforts  made  to  recruit 
preference  eligibles  for  any  appointment  of  a  non-preference  eligi¬ 
ble  to  a  restricted  position  and  correspondence  relating  to  the  file. 

Authority  for  maintcnaiice  of  the  system:  Federal  Personnel 
Manual,  Chapter  333,  Appendix  A,  Mechanics  of  the  Applicant 
Supply  System 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  prescribed  by 
Civil  Service  Commission  regulations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  trained  and  their  duties  require  them  to 
be  in  the  area  where  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  for  two  years  or  after  receipt  of  a  Civil  Service  Commis¬ 
sion  report  of  inspection  of  the  agency’s  civilian  personnel  pro¬ 
gram,  whichever  occurs  first,  and  then  destroyed. 

System  manager(s)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Diiector  for  Personnel,  Code  7(X),  Headquarters, 
DCA 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notificatioa  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metropolitan 
area. 

The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  IXI!A 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropohtan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 


Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Individuals  submitting  applications  for 
employment,  civilian  personnel  office  staff,  selecUng  officials.  Civil 
Service  Commission. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.04 

System  name:  Priority  Reassignment  Eligibles  File 

System  location:  Civilian  Personnel  Division,  Code  720,  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters,  Defense 
Communications  Agency  (DCA). 

Categories  of  individuals  covered  by  the  system:  DCA  civilian  em¬ 
ployees  who  are  assigned  to  DCA  activities  located  at  the 
Headquarters  DCA  compound  and  the  Military  Communications- 
Electronics  Board  whose  positions  have  been  declared  excess  to 
current  or  planned  Joint  Table  of  Distribution  (J  I'D)  authorizations. 

Categories  of  records  in  the  system:  File  contains  a  Reassigiunent 
List  comprised  of  employees  who  are  in  positions  which  are  not 
authorized  by  current  or  planned  JTD’s,  positions  for  which  the 
employee  qualifies  for  reassignment  and  a  record  of  the  action 
taken  for  each  employee. 

Authority  for  maintenance  of  the  system:  Federal  Personnel 
Manual,  Chapter  3S1,  Reduction  in  Force 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  personnel  in  the 
Civilian  Personnel  Division,  Headquarters,  DCA  to  screen  the 
Reassignment  List  to  identify  employees  who  are  qualified  for  va¬ 
cant  positions  and  to  maintain  a  record  of  action  taken  for  each 
referred  employee. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  filed  in  loose  leaf  folder. 

Retrievability:  Information  is  accessed  and  retrieved  by  naoK 

Safeguards:  Building  employs  security  guards.  Records  arqipiain- 
tained  in  area  accessable  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained  and  whose  duties  require 
them  to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  until  the  individual  is  reassigned  to  an  authorized'  DCA 
JTD  position  or  terminates  his/her  employment  with  E)CA  and  sub¬ 
sequently  destroyed. 

System  manager(s)  and  address:  Office  of  the  Assistant,  to  the 
Director  for  Personnel,  Code  7(X),  Headquarters,  DCA  ' 

Notification  procedure:  Requests  should  be  addressed  to  the 
Chief,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA. 
The  individual’s  full  name  and  office  code  to  which  assigned  will 
be  required  to  determine  if  the  system  contains  a  record  about  him 
or  her.  The  requestor  may  visit  the  Civilian  Personnel  Division, 
Code  720,  Headquarters,  E>CA  to  obtain  information  on  whether 
the  system  contains  records  pertaining  to  him  or  her.  As  proof  of 
identity,  the  requestor  must  present  either  a  current  DCA  identica- 
tion  badge  or  a  driver’s  license. 

Record  access  procedures:  Contact  the  Chief,  Civilian  Personnel 
Division,  Code  720,  Headquarters,  E>CA.  The  official  mailing  ad¬ 
dress  is  in  the  Department  of  Defense  directory  in  the  appendix  to 
the  Defense  Communications  Agency’s  systems  notice  and  should 
be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  DCA  Comptroller  •  Joint  Table  of  Dis¬ 
tribution;  Qualifications  Statement  in  the  Official  Personnel  Folder 
as  analyzed  by  a  personnel  specialist;  and  selecting  officials. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.05 

System  name:  Executive  Level  Position  Files 

System  location:  Civilian  Personnel  Division,  Code  720, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  DCA  civilian  employees  assigned  to  an  executive  level  posi- 
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tion  (GS-t6,17,I8  and  10  USC  1581  positions)  and  GS-t5  employees 
proposed  for  the  executive  level  position  category. 

Categories  of  records  In  the  system:  Executive  Level  Position 
Files  contain  the  names  of  the  individuals,  Official  Position 
Description,  Civil  Service  Commission  Form  915  Notification  of 
Executive  Personnel  Vacancy,  Civil  Service  Commission  Form  916 
Request  for  Executive  Personnel  Action,  Civil  Service  Commission 
Form  917  Request  for  Approval  of  Executive  Selection,  Standard 
Form  171  Personal  Qualifications  Statement  and  a  record  of  cor¬ 
respondence  pertinent  to  the  established/proposed  supergrade  posi¬ 
tion.  Executive  Level  Position  Report  contains  the  name  of  the  in¬ 
dividual  assigned  to  an  established  or  proposed  executive  level 
position,  type  of  executive  level  authorization,  and  a  summary  of 
proje^ed  actions  required  to  obtain  Department  of  Defense  and 
Civil  Service  Commission  approval  of  executive  level  positions. 

Authority  for  maintenance  of  the  system:  Federal  Personnel 
Manual  Chapter  305,  Employment  Under  the  Executive  Assignment 
System. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  staff  of  the 
Office  of  the  Assistant  to  the  Director  for  Personnel  to  compile 
supporting  data  for  authorized  and  projected  supergrades  and  to 
provide  DCA  management  with  a  monthly  report  of  the  status  of 
executive  level  positions. 

Used  by  the  Director,  Vice-Director,  Chief  of  Staff,  Deputy 
Directors,  Deputy  Manager,  National  Communications  System, 
Comptroller;  Office  of  the  Counsel,  Assistant  to  the  Director  for 
Administration  and  Commanders,  DCA  Field  Activities  located  in 
the  Washington  Metropolitan  Area  to  determine  executive  level 
position  needs  of  the  Agency  and  to  keep  abreast  of  the  status  of 
current  and  projected  executive  level  positions. 

Used  by  the  Department  of  Defense  to  review  DCA  requests  for 
establishment  of  supergrade  positions  and  approval  of  selections 
for  executive  level  positions. 

Used  by  the  Civil  Service  Commission  to  approve/disapprove  the 
agency  request  for  classification  of  executive  level  positions  and 
selection  for  executive  level  positions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  Records  stored  in  file  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  name, 
position  title/  series/grade  and  organizational  location. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only. to  authorized  personnel  that  are 
properly  screened,  cleared,  trained  and  their  duties  require  them  to 
be  m  the  area  where  records  are  maintained. 

Retention  and  disposal:  Records  are  permanent. 

System  managerfs)  and  address:  Office  of  the  Assistant  to  the 
Director  for  Personnel,  Code  700,  Headquarters,  DCA 

Nottfkation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Chief,  Civilian  Personnel  Division,  Code  720, 
Headquarters,  DCA.  The  full  name  of  the  requesting  individual  will 
be  required  to  determine  if  the  system  contains  a  record  about  him 
or  her.  The  requestor  may  visit  the  Civilian  Personnel  Division, 
Code  720,  Headquarters,  DCA  to  obtain  information  on  whether 
the  system  contains  records  pertaining  to  him  or  her.  As  proof  of 
identity  the  requestor  must  present  either  a  current  DCA  i^ntifka- 
'  tion  badge  or  a  driver’s  license. 

Record  accem  procedures:  Contact  the  Chief,  Civilian  Personnel 
Division,  Code  720,  Headquarters,  DCA.  The  official  mailing  ad¬ 
dress  in  the  Department  of  Defense  Directory  in  the  appendix  to 
the  Defense  Communications  Agency’s  systems  notice  and  should 
be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
SYSMANAGER. 

Record  source  categories:  Official  Personnel  Folder  Files;  DCA 
Joint  Table  of  Distribution;  correspondence  originating  in  DCA 
staff  organizations.  Department  of  Defense  and  the  Civil  Service 
Commission. 

Systems  exempted  from  certain  provishms  of  the  act:  NONE 
K700.06 

System  nanm:  Report  of  Defense  Related  Employment 


System  location:  Civilian  Personnel  Division,  Code  720,  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters,  Defense 
Communications  Agency  (DCA) 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  DCA  who  were  previously  employed  by  or  performed 
services  for  defense  prime  contractor. 

Categories  of  records  in  the  system:  Department  of  DefenM  Form 
1787,  Report  of  Defense  Related  Employment  as  Required  by 
Public  Law  91-121  and  lists  of  civilian  employees  who  were  previ¬ 
ously  employed  by  or  performed  services  for  a  defense  prime  con¬ 
tractor. 

Authority  (or  maintenance  of  the  system:  Public  Law  91-121,  sec¬ 
tion  410. 

Roudne  uses  of  records  maintained  in  the  system,  includ^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Civii^  Per¬ 
sonnel  Division  staff  to  assure  that  applicable  DCA  civilian  em¬ 
ployees  submit  a  completed  DD  Form  1787  to  review  information 
as  submitted  for  the  possibility  of  a  violation  of  the  law  or  Depart¬ 
ment  of  Defense  Directive,  and  to  transmit  a  composite  listing  by 
employee  name  and  defense  contractor  together  with  completed 
DD  Forms  1787  to  the  Assistant  Secretary  of  Defense  (Manpower 
and  Reserve  Affairs). 

Used  by  the  Assistant  Secretary  of  Defense  (Manpower  and 
Reserve  Affairs)  to  prepare  and  transmit  reports  to  the  I^sident  of 
the  Senate  and  the  Speaker  of  the  House  of  Representatives. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Retrieved  by  employee  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  trained  and  their  duties  require  them  to 
be  in  the  area  where  records  are  maintained. 

Retention  and  disposal:  Records  are  retained  for  two  calendar 
years  and  subsequently  destroyed. 

System  managerfs)  and  address:  Office  of  the  Assistant  to  the 
Dilator  for  Personnel,  Code  700,  Headquarters,  DCA. 

Notification  procedure:  Requests  should  be  addressed  to  the 
Chief,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA. 
The  individual’s  full  name  and  office  code  to  which  assigned  will 
be  required  to  determine  if  the  system  contains  a  record  about  him 
or  her.  The  requestor  may  visit  the  Civilian  Personnel  Division, 
Code  720,  Headquarters,  DCA  to  obtain  information  on  whether 
the  system  contains  records  pertaining  to  him  or  her.  As  proof  of 
identity,  the  requestor  must  present  either  a  current  DCA  identifi¬ 
cation  tadge  or  a  driver’s  license. 

Record  access  procedures:  Contact  the  Chief,  Civilian  Personnel 
Division,  Code  llXi,  Headquarters,  DCA.  The  official  mailing  ad¬ 
dress  is  in  the  Department  of  Defense  Directory  in  the  append  to 
the  Defense  Communications  Agency’s  systems  notice  a^  should 
be  referenced  by  the  requestor. 

Contesdng  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individual  employees  submitting  the  DD 
Form  1787. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
K700.(r7 

System  name:  Employee  Record  File 

System  locatkm:  These  cards  are  maintained  by  all  supervisors  of 
civilian  employees. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  DCA  organizations  in  the  Washington  Metropolitan 
Area. 

Categories  of  records  in  the  system:  Standard  Form  7B,  Employee 
Record  Card. 

Authority  (or  maintenance  of  the  system:  Federal  Personnel 
Manual,  Supplement  293-31 ,  Subchapter  S7-2,  Employee  Record 

Routfam  uses  of  records  maintained  in  the  qnrtem,  including  catMo- 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  operating  offi¬ 
cials  as  a  source  of  ^ta  to  initiate  requests  for  personnel  actions, 
to  plan  and  schedule  employee  training  to  counsel  employees  on 
their  performance,  to  estabbsh  a  basis  for  pixqjxising  commenda- 
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tioas  or  disciplinary  actions  and  to  carry  out  their  personnel 
management  responsibilities  in  general. 

Polkkt  and  pnctkcs  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Vertical  File  Cards. 

RctrievaMlity:  Information  is  accessed  and  retrieved  by  employee 
name. 

Safegaards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  accessible  ooJy  to  authorized  personnel  who  are 
properly  screened  and  cleared  and  whose  duties  require  them  to  be 
in  tne  area  where  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  Cards  for  em¬ 
ployees  who  are  moving  within  the  Agency  are  sent  to  the  new 
operating  office;  Cards  of  employees  who  terminate  employment 
with  E>CA  are  destroyed. 

System  nianager(s)  and  address:  Office  of  the  Assistant  to  the 
Director  for  Personnel,  Code  700,  Headquarters,  DCA 

Notification  procedure:  Requests  should  be  addressed  to  the  em¬ 
ployee's  supervisor.  The  individual’s  full  name  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her. 

Record  access  procedures:  The  individual  can  contact  his/her  su¬ 
pervisor  to  gain  access  to  the  record.  The  official  mailing  addresses 
are  in  the  Department  of  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency’s  systems  notice  a^  should  be 
referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  fronr  the 
SYSMANAGER. 

Record  source  categories:  Official  Personnel  Folder,  individual 
employees,  supervisors  of  employees,  official  personnel  actions, 
civilian  personnel  staff. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.08 

System  name:  USAF  CAREER  MOTIVATION  PROGRAM 

System  location:  Military  Persoiuiel  Division,  Code  710, 
Headquarters,  Defense  Communications  Agency  (DCA)  and  Field 
Activities  Administrative  Offices. 

Categories  of  individuals  covered  by  the  system:  Records  are  main¬ 
tained  on  enlisted  personnel  of  the  Air  Force  currently  assigned  to 
the  Defense  Conununications  Agency. 

Categories  of  records  in  the  system:  Files  contain  personal  identifi¬ 
cation,  biographical  data,  and  record  of  all  career  motivation  and 
reenlistment  counselling. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCA  and  Air  Force  use 
to  provide  career  i^ormation  and  counseling  to  the  Air  Force 
member  and  his  family  to  enable  an  intelligent  career  decision. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  file  folders  and  locked  in  filing 
cabinets. 

Retrievability:  Information  is  accessed  and  retrieved  by  name. 

Safeguards:  Buikling  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  accessible  only  to  authorized  personnel  that 
^  properly  screened,  cleared,  and  their  duties  require  them  to  be 
in  the  area  where  the  records  are  maintained. 

Retention  and  disposal:  Records  are  maintained  during  the  period 
of  assigment  of  Air  Force  enlisted  personnel  to  DCA  Headquarters 
and  Field  Activities  worldwide.  They  accompany  the  individual  air¬ 
man  upon  reassignment  from  the  Agency. 

System  manager(>)  end  address:  Assistant  to  the  Director  for  Per¬ 
sonnel,  Code  700,  Headquarters,  DCA  and  Commanders,  DCA 
Field  Activities. 

Notification  procedure:  Reouests  from  individuals  should  be  ad¬ 
dressed  to  the  Assistant  to  we  Director  for  Personnel,  Code  700, 
Headquarters,  DCA.  The  full  name,  rank,  and  social  security 
number  of  the  requesting  individual  will  be  requiied  to  determine  if 
the  system  has  a  record  about  the  individual.  The  requestor  may 
visit  the  Military  Personnel  Division,  Code  710,  Headquarters, 
DCA  to  obtain  information  on  whether  the  system  contains  records 
pertaining  to  the  individual.  As  proof  of  identity  the  requestor  will 
present  his  U.S.  Armed  Forces  Identification  Card. 


Record  aceem  procedures:  For  personnel  assigned  to  DCA  Field 
Activities  request  should  be  addressed  to  the  appropriate  activity 
commander.  Contact  the  Assistant  to  the  Director  for  Personnel, 
Code  700,  Headquarters,  DCA  or  Commander  of  the  appropriate 
DCA  Field  Actiinty.  The  official  mailing  addresses  are  in  the  De¬ 
partment  of  Defense  Directory  in  the  appendix  to  the  Defense 
Communications  Agency’s  Systems  Notice  and  should  be 
referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  in^vidual  concerned  may  be  from  the  SYSMANAGER 

Record  source  categories:  Basic  source  of  data  is  furnished  by  the 
Department  of  Air  Force  via  Air  Force  Form  173. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.09 

System  name:  603-02  Service  Record  Card  Files 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Diiector  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

DecentralizeD  Segments  -  DCA  field  activities  in  the  Washing¬ 
ton,  DC,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  or  former  civilian  employees  of  DCA  organizations. 

Categories  of  records  in  the  system:  File  contains  Standard  Form 
7,  Service  Record;  Standard  Form  7A,  Service  Record  Continua¬ 
tion;  and  Standard  Form  7D,  Position  Identification  Strip 

Authority  for  maintenance  of  the  system:  Federal  Personnel 
Manual,  Supplement  293-31,  Subchapter  S2,  The  Service  Control 
FUe 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  prescribed  by 
Civil  Service  Commission  regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Vertical  file  cards  in  metal  and  cardboard  containers. 

Retrievability:  Information  is  accessed  and  retrieved  by  name  and 
organizational  location. 

Safeguards:  Recoreds  are  maintained  in  area  accessible  only  to 
authonzed  personnel  who  are  property  screened,  cleared  and 
trained  and  whose  duties  require  them  to  be  in  the  area  where 
records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  in  an  active  file  until  the  individuals  terminate  their  em¬ 
ployment  with  DCA;  held  fcM*  five  additional  years  in  an  inactive 
file  in  DCA  and  then  transferred  to  Washington  National  Records 
Center  where  they  are  held  for  an  additional  ten  years  and  sub¬ 
sequently  destroy^. 

System  managers)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  Ststem  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metropolitan 
area. 

The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  (Tver’s  liense. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Persoimel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropohtan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 
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CoBlcsdiw  record  procedure*:  The  Agency's  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  emtained  from  the 
SYSMANAGER. 

Record  source  categories:  Official  Personnel  Folder  Files 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.10 

System  name:  603-08  Annual  Classification  Maintenance  Review 
File 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DC A) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
dc,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system:  DCA  civilian  em¬ 
ployees. 

Categories  of  records  in  the  system:  File  contains  a  report  of  the 
annual  classification  maintenance  review  by  individual  employee, 
position  description  number,  position  title/series/grade 

Authority  for  maintenance  of  the  system:  Section  1310  of  the  Sup¬ 
plemental  Appropriation  Act,  1952  as  amended  (5  USC  3101,  Note) 
Whitten  Amendment 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civil^n  Personnel  or¬ 
ganizations  ~  used  to  identify  positions  subject  to  the  annual  main- 
tet^ce  classification  review  and  to  take  appropriate  position  clas¬ 
sification  action  for  positions  which  require  adjustments. 

Civilian  employees  and  supervisors-used  to  identify  the  need  for 
each  position  and  to  certify  the  accuracy  and  completeness  of  each 
offici^y  classified  position. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrfevahility:  Retrieved  by  employee  name  and  position  descrip¬ 
tion  number. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained  and  whose  duties  require  them  to  be  in  the  area  where 
records  arc  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  in  active  file  for  two  calendar  years  and  then  destroyed. 

System  manager(s)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA  . 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  E)CA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  EXT,  metropolitan 
area. 

The  full  name  of  the  requesting  individual  will  be  required  to 
mine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropobtan  area. 

The  official  maUing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  rquestor. 

ContcstiiM  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appeaUng  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER.  ^ 

Record  source  categories:  Information  in  the  system  is  obtained 
from  the  Personnel  Management  Information  System,  Official 
Positon  Descriptions,  civilian  employees  and  their  supervisors,  and 
civilian  personnel  employees. 


Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
K700.il 

System  name:  602-18  Promotion  Register  and  Record  Files 

Svstem  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720,  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

DecentraUzed  Segments  -  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Categories  of  individuais  covered  by  the  ^stem:  Candidates  who 
apply  for  job  vacancies  under  the  EHTA  CivUian  Merit  Promotion 
Ptogram 

Categories  of  records  in  the  system:  The  file  contains  the  Job  Op¬ 
portunity  Announcement;  list  of  candidates;  rating  sheets;  evalua¬ 
tion  instrument;  supervisory  appraisals;  DCA  Form  237,  EligibUity 
List;  SF  171,  Personal  Qu^ications  Statements;  DCA  Form  326, 
Applicants  Card  Record;  and  other  supporting  documentation 
generated  in  the  evaluation  of  candidates. 

Authority  for  maintenance  of  the  system:  Federal  Personnel 
Manual,  Chapter  335,  Promotion  and  Internal  Placement 

Routine  uses  of  records  maintained  in  the  system,  inciinUng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  CivUian  Per¬ 
sonnel  Office  staffs  to  prepare  and  issue  Job  Opportunity  An¬ 
nouncements;  evaluate  candidates’  qualifications  and  develop 
promotion  certificates  in  coordination  with  promotion  panels  and 
supervisors,  notify  candidates  of  selection  or  nonselection,  monitor 
the  DCA  Civilian  Merit  Promotion  Progi^,  and  to  otherwise 
complete  and  document  merit  promotion  actions. 

Used  by  supervisors  and  members  of  promotion  panels  to  evalu¬ 
ate  candi^tes,  interview  candidates  and  to  notify  the  CivUian  Per¬ 
sonnel  Office  staffs  when  selections  are  made. 

Used  by  Department  of  Defense  and  CivU  Service  Commission 
inspectors  to  review  promotion  actions  for  compliance  with  merit 
promotion  policy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  information  is  accessed  and  retrieved  by  employee 
name  and  Job  Opportunity  Announcement  Number. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained  and  whose  duties  require  them  to  be  in  the  area  where 
records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  in  active  file  for  two  calendar  years  and  subsequently 
destroyed. 

System  manager(s)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
Defense  Communications  Agency  Directors  of  E>CA  field  activities 
in  the  Washington,  DC,  metropolitan  area. 

Notification  procedure:  Information  may  be  obtained  from; 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  CivUian  Personnel  Division,  Code  720,  Headquarters, 
Defense  (Tommunications  Agency 

DecentraUzed  Segments  -  CivUian  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metropoUtan 
area. 

The  fuU  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  appUcaUe  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  CivUian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  Defense  Communicatioqs  Agency 

DecentraUzed  Segments  -  Contact  the  Civilian  Personnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
V  metropoUtan  area. 

The  official  maiUng  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appeaUng  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 
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PRIVACY  ACT  ISSUANCES 


Eccord  MHircc  catcgorkt:  Job  application  from  individual*,  cur¬ 
rent  and  former  supervisory  appraisals.  Official  Personnel  Folder, 
promotion  panels  and  civilian  personnel  office  staff,  selecting  offi¬ 
cials. 

Systems  caempted  from  certain  provisions  of  the  act:  NONE 
K7M.12 

System  name:  602-10  Civil  Service  Certificate  FOet 

System  location:  Primary  System  -  Civilian  Personnel  Division. 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DC A) 

Decentralized  Segments  -  DC  A  field  activities  in  the  Washington, 
DC.  metropolitan  area. 

Categories  of  ladhrldnals  covered  by  the  system:  Applicants  who 
are  eli^ble  for  competitive  appointments  from  Civfl  Service  Com¬ 
mission  registers  to  positions  in  DCA  organizations. 

Categories  of  records  la  the  >yri«B:  File  contains  copies  of  Stan¬ 
dard  Form  39.  Request  for  Certification,  Civil  Service  Commission 
Form  1844,  Certificates  of  Eligible*,  Civfl  Service  Commission 
Form  2934,  Statement  of  Reasons  for  Passing  Over  and  Preference 
Eligible  and  Selecting  a  Nonpreference  Eligible,  Civfl  Service  Com¬ 
mission  Form  773.  Authority  to  Examine  and  Appoint  Under  Open 
Examination,  and  related  correspondence  supporting  the  action. 

Authority  for  maintcaance  of  the  system:  Federal  Personnel 
Manual.  Chapter  332,  Recruitment  and  Selection  Through  Comp- 
tetitive  Examination. 

Rontlac  ases  of  records  maiatalacd  In  the  system,  lacladlag  catego¬ 
ries  of  users  and  the  purposes  of  snch  uses:  Used  as  prescribed  by 
Civfl  Service  Commission  regulations. 

Policies  and  practlecs  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  fas  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievablllty:  Information  is  accessed  and  retrieved  by  position 
title  and  position  description  number. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained  and  whose  duties  require  them  to  be  in  the  area  where 
records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  for  two  calendar  years  and  subsequently  destroyed. 

System  maaagcr(*)  ud  addrem:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA. 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metropolitan 
area. 

The  full  name  of  the  requesting  individual  wiD  be  required  to 
detetmine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropolitan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Civfl  Service  Commission  certificates  of 
eligible*  and  reports  of  action  taken  on  certificates  of  eligibles. 

Systenu  exempted  from  certain  provbioas  of  the  act:  NONE 
K700.13 

System  name:  602-26  Retention  Register  Files  (Reduction-in-Force) 


System  location:  Primary  System  •  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  organizations  who  compete  during  a  Reduction-In-Force 
(RIF);  civilian  employees  who  receive  a  RIF  notice  and  are  eligible 
for  registration  in  the  Department  of  Defense  Program  for  Stability 
of  Civilian  Employment  and  the  Civfl  Service  Commission  Dis¬ 
placed  Employee  Ptogram  and  the  Reemployment  Priority  List. 

Categories  of  records  la  the  system:  File  contains  copies  of  Reten¬ 
tion  Registers  and  Rgduction-in-Force  Notices,  Civil  Service  Com¬ 
mission  Displaced  Employee  Program  Registration;  Department  of 
Defense  Form  1817,  Ptogram  for  Stability  of  Civilian  Employment 
Registration;  Reemployment  Priority  List,  Qualifications  Appraisal. 

Authority  for  maintenance  of  the  system:  Federal  Personnel 
Manual,  Chapter  331,  Reduction-in-Force 

Department  of  Defense  Directive  1400.20,  Program  for  Stability 
of  Civilian  Employment  in  the  Department  of  Defense 

Department  of  Defense  Program  for  Stability  of  Civilian  Employ¬ 
ment  Policies,  Procedures  and  Programs  Manual,  DoD  I400.20-I-m. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  prescribed  by 
Civfl  Service  Commission  and  Department  of  Defense  regulations. 

Policies  and  practices  for  storing,  retrieving,  accemlug,  retaining, 
and  disposlag  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  computer  printout  of 
Retention  Registers. 

Retrievablllty:  Information  is  accessed  and  retrieved  by  name. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened  and  cleared  and 
whose  duties  require  them  to  be  in  the  area  where  records  are 
maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  for  five  years  and  subsequently  destroyed. 

System  managers)  and  addrem:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA. 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notffleatloa  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metropolitan 
area. 

The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contais  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  accem  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropolitan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Official  Personnel  Folder,  computer 
printout  of  retention  register,  DCA  management,  individual  em¬ 
ployees  and  supervisors,  civilian  personnel  office  staff,  official 
poution  description,  Civfl  Service  Commission,  Department  of 
DWnse. 

Systems  exempted  from  certain  provisloas  of  the  act:  NONE 
K700.15 

System  name:  603-03  Chronological  Journal  Filet 
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Svftein  locaUoa:  Primary  System  •  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DC A) 

Decentralized  Segments  •  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Categories  of  iodividuals  covered  by  the  system:  Civilian  em¬ 
ployees  or  former  civilian  employees  of  DCA  organizations  for 
whom  a  personnel  action  affecting  their  employment  with  DCA  was 
processed  within  the  last  two  calendar  years. 

Catnories  of  records  in  the  system:  File  contains  copies  of  Stan¬ 
dard  I^rm  SO,  Notification  of  Personnel  Action,  Standard  Form 
SOA,  Notice  of  Short  Term  Employment  and  list  forms  used  in  lieu 
of  Standard  Form  SO. 

Anthority  for  maintenance  of  the  system:  Federal  Personnel 
Manual,  Supplement  239-31,  Subchapter  S3,  The  Chronological 
Journal  File 

Routiiie  uses  of  records  malntaiDed  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  prescribed  by 
Civil  Service  Commission  regulations 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  filed  in  three-ring  binders. 

Retrievability:  Information  is  accessed  and  retrieved  by  name  or 
type  of  personnel  action. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained  and  whose  duties  require  them  to  be  in  the  area  where 
records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  for  two  calendar  years  and  subsequently  destroyed. 

System  managerfs)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Civiliw  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metropolitan 
area. 

The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  .present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropohtan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Official  Personnel  Folder  FUes,  official 
position  description,  individual  employees,  supervisors  of  em¬ 
ployees,  civilian  personnel  staff  members,  and  Civil  Service  Com¬ 
mission. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.16 

System  name:  Classification  Appeals  File 

System  location:  Primary  System  •  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  DCA  who  appeal  a  position  classification  action  to  the 


Agency;  civilian  employees  who  appeal  a  classification  action  to 
the  CivU  Service  Commission  and  Agency  appeals  to  the  Civil  Ser¬ 
vice  Commission. 

Categories  of  records  in  the  systm:  Official  position  description 
of  the  employee  and  the  supervisor  evaluation  statements,  or¬ 
ganizational  charts,  employee/supervisor  statements  concerning 
completeness  and  accuracy  of  the  position  description  and  related 
correspondence. 

Authority  for  maintenance  of  the  system:  Federal  Personnel 
Manual,  Chapter  511,  Classification  Under  the  General  Schedule; 
Chapter  532,  Coordinated  Federal  Wage  System 

Routine  uses  of  records  maintained  In  the  system,  includ^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  civilian  per¬ 
sonnel  office  staff  to  process  classification  appeals  and  render  clas¬ 
sification  decisions;  to  advise  employees  of  cl^sification  decisions; 
to  submit  information  concerning  employee  and  agency  appeals  to 
the  Civil  Service  Commission;  and  as  a  reference  document  for  fu¬ 
ture  classification  actions. 

Used  by  the  Civil  Service  Commission  to  process  classification 
app^s  and  to  notify  the  agency  and  employees  of  classification 
decisions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  fUe  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  employee 
name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  accessible  oidy  to  authorized  personnel  who  are 
properly  screened  and  cleared  and  whose  duties  require  them  to  be 
m  the  area  where  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
destroyed  when  obsolete. 

System  managerfs)  and  address:  Primary  System  -  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA. 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonae,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  •  Civilian  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metropolitan 
area. 

The  full  name  of  the  rquesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  t^  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropohtan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  rquestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Civilian  personnel  office  employees, 
DCA  management  officials  appellant  and  their  supervisors,  and 
Civil  Service  Commission. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K700.17 

System  name:  603-01  Official  Personnel  Folder  Files  (Standard 
Form  66) 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 
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Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  DCA  organizations. 

Category  of  records  in  the  system:  Standard  Form  171  Personal 
Qu^ications  Statement  Standard  Form  172  Supplemental  Ex¬ 
perience  and  Qualifications  Statement  Standard  Form  SO  Notifica> 
tion  of  Personnel  Action  Standard  Form  SO  A  Notice  of  Short  Term 
Employment  Standard  Form  S2  Request  for  Personnel  Action  Stan¬ 
dard  Form  IS  Claim  for  Veteran’s  Preference  Standard  Form  SI 
Request  for  Insurance  Standard  Form  176  Election,  Declination,  or 
Waiver  of  Life  Insurance  Coverage,  FEGLI  Standard 'Form  176A 
The  Federal  Employees  Group  Life  Insurance  Program  Standard 
Form  S4  Designation  of  Beneficiary,  Group  Life  Insurance  Stan¬ 
dard  Form  61  Appointment  Affidavits  Standard  Form  61 B  Declara¬ 
tion  of  Appointee  Standard  Form  70  Proof  of  Residence  Standard 
Form  78  Health  Qualification  Placement  Record  Standard  Form  144 
Prior  Federal  &  Military  Service  Standard  Form  2809  Health 
Benefits  Registration  Form  Standard  Form  2810  Notice  of  Change 
in  Health  Benefits  Enrollment  Standard  From  39  Request  for  Cer¬ 
tification  Standard  Form  39A  Request  for  FSEE  Certtfication  Stan¬ 
dard  Form  59  Request  for  Approval  of  Noncompetitive  Action 
Standard  Form  75  Request  for  Preliminary  Employment  Data  Stan¬ 
dard  Form  144  Statement  of  Prior  Federal  and  Military  Service 
Standard  Form  161  Executive  Inventory  Record  Standard  Form 
161A  SF  161  Continuation  Sheet  DA  Form  2515  PayroU  Change 
Slip  Standard  Form  1126  Payroll  Change  Slip  Standard  Form  1152 
Designation  of  Beneficiary,  Unpaid  Compensation  of  Deceased 
Employee  CA1/CA-1&2  Notice  of  Injury  of  Occupational  Disease 
DA2515  Notice  of  Within  Grade/Pay  Adjustment  WA18,  WA8 
Direct  Hire  Authority  Optional  Form  8  Position  Description  DD 
Form  214  Armed  Forces  of  the  United  States  Report  of  Transfer  or 
Discharge  DD  Form  1559/1917  Employee  Career  Appraisal  (Test) 
DD  Form  1617  Transportation  Agreement  •  Overseas  Employee  DD 
Form  1618  Transportation  Agreement  -  Transfer  of  DoD  Civilian 
Employees  to  and  within  Continental  x  United  States  CSC  Form 
2800A  Proof  of  Selection  for  Career/Career  Conditional  Appoint¬ 
ment  CSC  Form  813  Request  for  Verification  of  Military  Service 
DCA  Form  89  Service  Award  Work  Sheet  &  Record  DCA  Form 
103  Notice  of  Performance  Rating  E>CA  Form  104  Recommendation 
for  Outstanding  Performance  Rating  DCA  Form  222  Quality  Salary 
Increase  Recommendation  and  Approval  DCA  Form  105  Recom¬ 
mendation  for  Performance  Award  Records  of  Training  Civil  Ser¬ 
vice  Commission  Letters  authorizing  waivers  and  exceptions  Offi¬ 
cial  Letters  of  Commendation  Debt  Correspondence  Official 
Disciplinary  Actions  Reduction-in-Force  Letters 

Authority  (or  maintenance  of  the  system:  Federal  Personnel 
Manual,  Supplement  293-31,  Subchapter  S5,  The  Official  Personnel 
Folder  File. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  prescribed  by 
Civil  Service  Commission  Regidations  and  to  provide  data  for  the 
automated  Defense  Communications  Agency  Personnel  Manage¬ 
ment  Information  System  (PERMIS) 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  stored  in  file  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  name. 

Safeguards:  Records  are  maintained  in  Lektriever  with  combina¬ 
tion  lock  and  are  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained  and  whose  duties  require 
them  to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal:  Temporary  Records  -  Must  be  retained  in 
the  Official  Personnel  Folder  Oeft  side)  for  a  minimum  period  of 
one  year  or  until  the  eemployee  transfers  or  sep^tes,  whichever 
occurs  first,  except  that  official  letters  of  admonishment,  warning, 
caution,  reprimand,  and  similar  disciplinary  action  papers  may  be 
removed  at  any  time  if  it  is  decided  later  that  the  action  was  unwar¬ 
ranted.  Otherwise,  most  temporary  records  may  remain  in  an  em¬ 
ployee’s  personnel  folder  as  long  as  he  remains  with  the  same  agen¬ 
cy,  except  that  letters  of  caution,  warning,  admonishment,  repri¬ 
mand,  and  similar  disciplinary  action  papers  must  not  be  kept  in  the 
folder  longer  than  three  years,  unless  the  agency  has  received  an 
exception  from  the  Civil  Service  Commission. 

Permanent  Records  -  Personnel  action  reports  and  other  dodu- 
ments  filed  on  te  right  side  of  the  folder  are  permanent  records  and 
’travel’  with  the  employee  throughout  his  or  her  entire  Federal 
career.  Records  are  maintained  in  DCA  until  the  individuals  ter¬ 
minate  their  employment  with  DCA  and  subsequently  are  trans¬ 
ferred  to  another  government  agency  or  if  the  employee  is 


separated  from  the  Federal  service  the  records  are  transferred  to 
the  National  Personnel  Records  Center  (Civilian),  St.  Louis,  Mis¬ 
souri. 

System  managcr(s)  and  address:  Primary  System  -  Office  of  the 
Assistnat  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per- 
'^onnel,  (Jivihan  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metropolitan 
area. 

The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  Uie  system  contains  records  pertaining  him 
or  her.  As  proof  of  identity  the  requestor  must  present  either  a  cur¬ 
rent  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA. 

Decentralized  Segments  -  .Contact  the  Civilian  Personnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropolitan  area. 

The  full  name  of  the  requesting  individual  will  be  required  to 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Former  government  agencies  with 
which  the  individual  was  employed,  individual  employees,  super¬ 
visors  of  employees,  official  personnel  actions,  military  sefVice 
records.  Civil  Service  Commission  records,  and  information  listed 
in  the  records  category  and  civilian  personnel  staff. 

Systems  exempted  Trom  certain  provisktus  of  the  act:  NONE 
K890.01 

System  name:  Freedom  of  Information  Act  File  (FOIA) 

System  location:  Central  -  Office  of  Civilian  Assistant  to  CMcIf  of 
Staff,  DCA,  Code  104.  Decentralized,-  DCA  Field  Activities  World¬ 
wide.  • 

Categories  of  individuals  covered  by  the  system:  Persons  who 
request  information  under  FOIA. 

Categories  of  records  in  the  system:  Consists  of  (1)  poHcy  file 
which  contains  DoD  Directive  5400.7,  Availability  to  the  Public  of 
DoD  Information,  14  February  1975;  DCA  Instruction  210-225-1, 
Availability  to  the  Public  of  DCA  Information  31  March  1975; 
USAF  Regulation  12-30,  Disclosure  of  Air  Force  Records  to  the 
Public,  19  February  1975;  Department  of  Health,  Education  and 
Welfare,  Public  Information,  contained  in  Federal  Register  Vol  39, 
Number  248,  Part  II,  24  December  1974;  Commanders  Digest,  Vol 
17,  Number  8,  Freedom  of  Information  Actions,  18  February  1975; 
DoD  Directive  5400.9,  Publication  of  Proposed  and  Adopted  Regu¬ 
lations  Affecting  the  Public,  23  December  1974;  and  DCA  Messages 
to  Field  Activities  implementing  the  FOIA.  (2)  Log  File  which  con¬ 
sists  of  a  record  of  all  written  requests  for  information  under  the 
FOIA  which  have  been  processed  within  DCA  since  I  January 
1S175.  (3)  Correspondence  received  in  DCA  relating  to  FOIA,  in¬ 
cluding  replies  thereto. 

Authority  (or  maintenance  of  the  system:  5  U.S.C.  552,  as 
amended  by  P.  L.  93-502,  Freedom  of  Information  Act. 

DoD  Directive  5400.7,  14  February  1975,  Availability  to  the 
Public  of  DoD  Information. 

Routine  uses  of  records  maintained  in  the  qrstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  making  available  to 
the  public  the  maximum  amount  of  information  concerning  the 
operations  and  activities  of  DCA.  DCA  Management  -  to  receive, 
process,  and  respond  to  requests  for  information  under  FOIA. 
DCA  Counsel  and  Director,  DCA  •  to  review  and  deny  requests  for 
information  under  provisions  of  FOIA  and  to  forward  applicable 
correspondence  to  DoD  when  the  denial  may  be  contested  or  ap¬ 
pealed. 
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DoD  and  Department  of  Justice  •  for  review  and  in  event  of  judi¬ 
cial  action. 

PoUdea  and  practkca  tor  storing,  retrieving,  wtiMjiig.  retaining, 
and  dhpoeing  of  reoorda  in  the  sjrstcw 

Stonge:  The  paper  records  in  file  folders. 

RstrhvaMllty;  Retrieved  by  the  control  number  and  the  name  of 
the  individual  who  requested  the  information. 

Safcgnards:  Records  are  stored  in  a  locked  safe.  Records  pertain¬ 
ing  to  policy  are  permanent.  Correspondence  maintained  for  two 
years,  then  destroyed.  Records  are 'maintained  in  areas  accessible 
only  to  authorized  personnel. 

Retcntloa  and  diqiKMal:  All  records  (except  the  Authorities  which 
are  permanent)  are  retained  by  Code  104,  Headquarters,  DCA,  for 
two  years.  Logs  are  kept  until  reference  need  expires. 

SystcB  managerfs)  and  address:  Civilian  Assistant  to  the  Chief  of 
Staff,  Headquarters,  DCA,  Code  104,  Defense  Communications 
Agency,  Wasnington,  D.C.  %305. 

NotWcndon  procedure:  Requests  from  individuals  relating  to  in¬ 
formation  from  DCA  Headquarters  or  DCA  Field  Activities  in  the 
Washington  Metix^litan  area  should  be  addressed  to  the  Civili^ 
Assistant  to  the  (Jhief  of  Staff,  Code  104,  Headquarters,  DCA, 
Washii^on,  D.C.  2030S.  Requests  from  individuals  relating  to  in¬ 
formation  from  DCA  Field  Activities  outside  the  Washington 
Metropolitan  area  should  be  addressed  to  the  Commanders  of  those 
Mtivities.  Individual  must  provide  his  full  name,  a  detailed  descrip¬ 
tion  of  the  record  desired.  For  personal  visits,  the  individual  must 
present  proof  of  identity  to  include  full  name  and  social  security 
number  as  well  as  positive  identification,  i.e.,  such  as  driver’s 
license,  etc.,  and  fully  identify  record  desired. 

Record  accen  procedures:  Contact  Civilian  Assistant  to  the  Chief 
of  Sudf,  Headquarters.  DCA,  Code  104.  The  mailing  address  is 
listed  in  the  organ^tion  directory  of  the  Defense  Communications 
Agency  published  in  the  Federal  Register  and  should  be  referenced 
by  the  requester. 

Contesting  record  procedures:  The  Agencies’  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
SYSMANAGER. 

Record  source  categories:  From  individuals  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  As  specified 
by  the  requested  record  system. 

K890.02 

System  name:  Navy  Officers  Service  Record 

System  location:  Military  Personnel  Division,  Code  710, 
Headquarters,  Defense  Communications  Agency  (DCA) 

Categories  of  individnals  covered  by  the  nrstem:  Records  are  main¬ 
tained  on  Navy  officer  personnel  presently  assigned  to  DCA  that 
are  stationed  in  the  greater  Washington  Metropolitan  area. 

Categories  of  records  in  the  system:  Records  contain  qualification 
records,  duty  status,  special  orders,  assigiunent  actions,  persoimel 
action  requests,  and  suspense  items  for  individuals  to  up^te  Mili¬ 
tary  Personnel  Record  maintained  by  the  Navy  Branch,  Military 
Personnel  Division,  The  category  of  data  maintained  is:  personnel 
identification,  assignment  history,  classfication  history,  biographical 
data,  promotion  l^tory  and  eligibility,  medical  profile  status  and 
militaiy  and  civilian  education  history. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  6011. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Tlus  collection  of  infor¬ 
mation  is  used  to  manage  the  Navy  Personnel  System. 

Policies  and  practioes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stonqte:  Records  are  stored  in  file  folders  and  locked  in  filing 
cabinets. 

Retrlevabllity:  Information  is  accessed  and  retrieved  by  name. 

Safcgnards:  Building  employs  security  guards.  Records  are  main¬ 
tained  m  area  which  is  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared,  and  tMir  duties  require  them  to  be 
in  the  area  where  the  records  are  maintained. 

Retention  and  disposal:  Records  are  maintaioed  during  the  period 
of  assipmnent  <d  Naval  officers  to  DCA  Headquarters  and  Field 
Activi^  in  the  Washington  Metropolitan  area  and  accompany  the 
individual  officer  upon  reassignment  from  the  AgeiKy. 

System  manMer(s)  and  address:  Assistant  to  the  Director  for  Per- 
sormel.  Code  700,  Headquarters,  DCA. 


Nodficatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Assistant  to  tke  Director  for  Personnel,  Code  700, 
Headquarters,  DCA.  The  full  name,  rank,  and  social  security 
number  of  the  requesting  individual  wffl  be  required  to  deternune  d 
the  system  has  a  record  about  the  individuaL  The  requester  may 
visit  the  Military  Personnel  Division,  Code  710,  Headquarters, 
DCA  to  obtain  imormation  on  whether  the  synton  contains  records 
pertaining  to  the  individual.  As  proof  of  identity  the  requester  will 
present  his  U.S.  Armed  Forces  Identification  Card. 

Record  accem  procedures:  Contact  the  Assistant  to  the  Director 
for  Personnel,  Code  TOO.  Hq,  DCA.  The  official  mailing  addresses 
are  in  the  Department  of  Daense  Directory  in  the  appendix  to  the 
Defense  C^mmunicatkms  Agency’s  Systems  Notice  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  records  and  afqpealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Basic  sources  of  data  are  furnished  by 
the  Department  of  Navy.  When  the  officer  is  assigned  to  this  Agen¬ 
cy  he  reports  in  with  his  records.  This  data  is  updated  and  reviewed 
by  the  officer  during  the  inprocessing  phase  for  incoming  person- 
nd.  Source  documents  in  this  file  are:  NAVPERS  Forms:  601- 
8/2644/1000-22/7720-2/601-2/2716/5521-429/5512-1/591/3076/  1070- 

74/998/601-13/DD  Forms  1171/528/802/803/214/214N. 

Systems  exempted  from  certain  providoas  of  the  act:  NONE 
K890i)3 

System  name:  Awards  Case  History  File 

System  locatkm:  Military  Personnel  Division,  Code  710,  Hq, 
Defense  Communications  Agency  (DCA).  Decentralized  Segment  - 
Defense  Communications  Clperations  Center,  Allocations  and  En¬ 
gineering  Division,  Code  N230.  ^ 

Categories  of  individiials  covered  by  the  system:  Records  are  main¬ 
tained  on  military  personnel  of  the  Army,  Air  Force,  Navy  and 
Marine  Corps,  assigned  to  the  Defense  Communications  A^ncy, 
that  have  been  recommended  for  an  award  while  assigned/receiv^ 
an  award  that  was  presented  by  the  Director/Vice  Director/or 
received  a  promotion  and  the  ceremony  was  conducted  by  the 
Director/Vice  Director. 

Categories  of  records  in  the  system:  Records  contain  recommenda¬ 
tion  for  an  award,  citation,  memorandum  and  copy  of  ceremony 
announcement  and  the  Director’s  brief  sheet,  biographical  summary 
sheet  and  minutes  of  the  awards  board  meetings.  Categories  of  in¬ 
formation  are:  Personnel  identification  and  narrative  justification 
for  an  award. 

Authority  for  maintenance  of  the  system:  10  U.S.Code  1121. 

Routine  uses  of  records  maintained  in  the  system,  inclnding  catmo- 
riei  of  users  and  the  purposes  of  such  uses:  Used  by  the  DCA 
awards  personnel  to  manage  the  awards  program  of  this  Agency. 

Department  of  the  Army  uses  to  grant  or  deny  service  awards. 

Department  of  the  Navy  uses  to  grant  or  deny  service  awards. 

Department  of  the  Air  Force  uses  to  grant  or  deny  service 
awar^. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  file  folders  and  locked  in  Hling 
cabinets. 

Retrievability:  Information  is  accessed  and  retrieved  by  name. 

Safe^|uards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared,  and  their  duties  require  them  to  be 
in  the  area  where  the  records  are  maintained. 

Retention  and  disposM:  Records  are  not  permanent  They  are 
destroyed  2  years  after  individual  has  departed  from  this  Agency/or 
upon  approval  the  award  whichever  is  later. 

Systmn  mammerfs)  and  addresK  Assistant  to  the  Director  for  Per- 
soimel.  Code  700,  Headquarters,  DCA. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Assistant  to  the  Director  for  Personnel,  Code  700, 
Hq,  DCA.  The  full  name,  rank,  and  social  securi^  number  the 
requesting  individual  will  be  required  to  determine  if  the  system  has 
a  record  about  the  individuaL  The  requester  may  visit  the  Military 
Personnel  Division,  Code  710,  Hq,  DCA  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  the  individuaL 
As  proof  of  identiy  the  requester  wul  present  his  U.S.  Armed 
Forces  ID  Card. 
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PRIVACY  ACT  ISSUANCES 


Record  occca  proccdaics:  Contact  the  Assistant  to  the  Director 
for  Personnel,  Code  700,  Hq,  DCA.  The  official  mailing  addresses 
are  in  the  DoD  Directory  in  the  appendix  to  the  Defense  Communi¬ 
cations  Agency’s  Systems  Notice  and  should  be  referenced  by  the 
requester. 

Contesdag  record  proccdorcs:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Activity/ Area  Commanders,  Deputy 
Directors,  Vice  Director,  Director,  Comptroller,  Assistant  to  the 
Director  for  Administration  and  Assistant  to  the  Director  for  Per¬ 
sonnel,  who  submit  recommendations  for  awards  on  individuals  as¬ 
signed  to  their  activity.  Source  data  documents  are:  DA  Form  638, 
Recommendation  for  Award  (Army),  AF  Form  642,  Recommenda¬ 
tion  for  Decoration  (Air  Force),  NAVPERS  Form  1650/6,  Recom¬ 
mendation  for  Award  (Navy).  Letter  recommendations  following 
the  format  prescribed  in  DCAI  220-15-39. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
Ka90.04 

System  name:  Military  Personnel  Management/Assignment  Files 

System  locatioa:  Military  Personnel  Division,  Code  710, 
He^quarters,  Defense  Conununications  Agency  (DCA). 

Categories  of  individuals  covered  by  the  system:  Records  are  main¬ 
tained  on  military  personnel  of  the  Army,  Air  Force,  Navy  and 
Marine  Corps  currently  assigned  to  the  Defense  Communications 
Agency. 

Categories  of  records  in  the  system:  Records  contain  qualification 
records,  duty  status,  special  orders,  assignment  actions,  personnel 
action  requests,  and  suspense  items  for  individuals  to  up^te  Mili¬ 
tary  Personnel  Records  maintained  by  the  Military  Department's 
Personnel  Office.  The  cat^^ry  of  data  maintained  is:  personnel 
identification,  assigiunent  history  and  eligibility,  medic^  profile 
status  and  military  and  civilian  education  history. 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  3012,  6011, 
8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCA  uses  this  mforma- 
Uon  to  man^e  the  ni^t^  persoimel  assigned.  The  majority  of  the 
information  is  furnished  by  the  Military  Departments.  This  informa¬ 
tion  is  used:  to  determine  acceptance/non-acceptance  for  assign¬ 
ment  to  this  Agency,  to  determine  requisition  base,  to  determine 
qualifications  for  requirements  peculiar  to  the  Agency,  performance 
evaluations,  position  manning  reports,  strength  accountability,  data 
upon  which  to  base  individu^  requests  for  personnel  actions,  and 
biographical  and  statistical  reports  to  top  DCA  management. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  file  folders  in  filing  cabinets. 

Retrievahility:  Information  is  access  and  retrieved  by  name. 

Safeguards:  BuiMing  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  accessible  only  to  authorized  personnel  that 
^  properly  screened,  cleared,  and  t^ir  duties  require  them  to  be 
in  the  area  where  the  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
destroyed  upon  reassignment  from  DCA. 

System  maaager(s)  and  address:  Assistant  to  the  Director  for  Per¬ 
sonnel,  Code  700,  Headquarters,  DCA. 

Notificatioo  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Assistant  to  Ae  Director  for  Personnel,  Code  700, 
Headquarters,  DCA.  The  full  name,  rank,  and  social  security 
number  of  the  requesting  individual  will  be  required  to  determine  if 
the  system  has  a  record  about  the  individual.  The  requester  may 
visit  the  Military  Personnel  Division,  Code  710,  Hq,  DCA  to  obtain 
information  on  whether  the  system  contains  records  pertairting  to 
the  individual.  As  proof  of  identity  the  requester  will  present  his 
U.S.  Armed  Forces  Identification  Gard. 

Record  access  procedures:  Contact  the  Assistant  to  the  Director 
tor  Personnel,  C^ode  700,  Hq,  DCA.  The  official  mailing  addresses 
are  in  the  Department  of  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency’s  Systems  Notice  attd  should  be 
referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  emtained  from  the 
SYSMANAGER. 


Record  source  categories:  Basic  sources  of  data  are  the  Military 
Departments:  Army,  Air  Force  and  Navy.  Qualification  records 
furnished  when  the  individual  is  nominated  for  assignment  to  the 
Agency.  The  types  of  forms  that  are  used  as  source  data  are:  Army 
DA  Form  2475-2  (Personnel  Data-SIDPERS),  DA  Form  31  (Request 
and  Authority  for  Leave),  DA  Form  2/2-1  (Qualification  Record), 
PERSINCOM  Form  260  Officers  Record  Brief),  Special  Orders; 
Air  Force  AF  Form  47  (Personnel  Security  Certificate),  AF  Form 
298-1  (Career  Brief  Officer),  AF  Form  1074  (Career  Brief  Enlisted), 
AF  Form  899  (Reassignment  Orders),  AF  Form  152/988  (Leave 
Forms),  AF  Forms  2095/2096/2097/20W  (Personnel  Actions  Forms); 
Navy  Career  Brief  Officers,  NAVPERS  1070/602  (Dependency  Ap¬ 
plication/Record  of  Emergency  Data),  Orders,  OPNAV  Form  5521- 
420  (Certificate  of  Clearance),  NAVPERS  601-3  (Enlisted  Classifi¬ 
cation  Record).  NAVPERS  Ml-4  (Navy  Occupation  and  Training 
History),  NAVPERS  601-9  (Enlisted  Performance  Record),  NAV¬ 
PERS  Form  1616/18  (Performance  Evaluation  Report);  Marine 
Corps,  Career  Brief.  All  services  file  letters,  messages  and  general 
correspondence,  DA  Form  2490  (Disposition  Form),  relative  to  the 
individuals  assigned  to  the  Agency. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K890.05 

System  name:  Overseas  Rotation  Program  Files 

System  location:  Primary  System  -  Civilian  Personnel  Division, 
Code  720;  Office  of  the  Assistant  to  the  Director  for  Personnel, 
Headquarters,  Defense  Communications  Agency  (DCA). 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  DCA  organizations  in  the  Continental  United  States 
(CONUS)  assigned  to  a  position  with  a  government  organization 
outside  the  CONUS. 

Categories  of  records  in  the  system:  File  contains  copies  of  Stan¬ 
dard  Form  30,  Notification  of  Personnel  Action;  Standard  Form  55, 
Notice  of  Conversion  Privilege,  Group  Life  Insurance;  Standard 
Form  56,  Agency  Certification  of  Insurance  Status;  Standard  Form 
171,  Personnel  (Qualifications  Statement;  Standard  Form  172i»  Sup¬ 
plemental  Experience  and  Qualifications  Statement;  Standard  Form 
2810,  Notice  of  Change  in  Health  Benefits  Enrollment;  DD  Form 
1617,  Transportation  Agreement-Overseas  Employees;  DA,  Form 
2515,  Payroll  Change  Slip;  Statement  of  A^eement;  Position 
Description;  Request  for  Extension  of  Reemployment  I^hts; 
Gener^  correspondence  pertaining  to  the  overseas  assignmeilt' 

Authority  for  maintenance  of  the  system:  Federal  Personnel 
Manual,  Chapter  301,  Overseas  Employment 

Department  of  Defense  Instruction  1404.3,  Standardized  Over¬ 
seas  Tours  of  Duty  for  United  States  Citizens  Employees  of  the 
Department  of  Defense. 

Department  of  Defense  Instruction  1404.8,  Rotation  of  Em¬ 
ployees  from  Foreign  Areas  and  the  Canal  Zone. 

Department  of  Etefense  Directive  1400.6,  Statement  of  Personnel 
Policy  for  Civilian  Personnel  of  the  Department  of  Defense  in 
Overseas  Areas. 

Department  of  Defense  Program  for  Stability  of  Civilian  Employ¬ 
ment  Policies,  Procedures  and  Programs  Manual,  DoD  I400.20-1-M. 

Routiiic  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  personnel 
office  staff  as  a  source  document  to  resolve  questions  concerning 
overseas  employees  who  have  reemployment  rights  to 
DCA/CONUS  activities,  to  determine  placement  rights  and  to 
process  actions  for  the  exercise  of  reemployment  rights. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  P^>er  records  in  file  folders. 

Retrievahility:  Information  is  accessed  and  retrieved  by  name  and 
occupational  location. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained  and  whose  duties  require  them  to  be  in  the  area  where 
records  are  maintained. 

Retenthm  and  disposal:  Records  are  not  permanent.  They  are 
retained  until  the  employee  exercises  reemployment  rights  within 
the  CONUS  and  are  subsequently  destroyed. 

System  managerfs)  and  address:  Primary  System  •  Office  of  the 
Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA. 
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Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Nodflcation  procedure:  Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters.  DCA. 

Decentralized  Segments  •  CivUiim  Personnel  Offices  of  the  ap¬ 
propriate  DCA  field  activity  in  the  Washington,  DC,  metropolitan 
area. 

The  full  name  of  the  requesting  individual  wiU  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requester  may  visit  the  applicable  civilian  i^rsonnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requester  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures:  Primary  System  -  Contact  the  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Civilian  Personnel  Divi¬ 
sion,  Code  720,  Headquarters,  DCA. 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office 
at  the  appropriate  DCA  field  activity  in  the  Washington,  DC, 
metropolitan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agen¬ 
cy’s  system  notice  and  should  be  referenced  by  the  requester.r 

Decentralized  Segments  -  Commander,  DCA-Westem  Hemi¬ 
sphere,  Building  62%,  Fort  Carson,  Colorado  80913;  Commander, 
Defense  Commercial  Communications  Office,  Scott  Air  Force 
Base,  Illinois  62225. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  for  the 
SYSMANAGER. 

Record  source  categories:  Official  personnel  folder;  individual  em¬ 
ployees;  personnel  office  staff. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K890.06 

System  name:  Card  File  for  Forwarding  Mail  of  Departed  Personnel 

System  location:  Correspondence  and  Mail  Processing  Branch, 
Code  212,  Headquarters,  Defense  Communications  Agency  (DCA). 
Decentralized  Segntent  •  Defense  Communications  Engineering 
Center,  Administrative  Offices,  Code  R120. 

Categories  of  individuals  covered  by  the  system:  Records  system 
contains  the  names  of  personnel  who  have  been  reassigned  who 
had  been  receiving  their  mail  through  the  correspondence  and  Mail 
Processing  Branch,  Code  212,  Headquarters,  DCA. 

Categortes  of  records  in  the  system:  Card  file  consisting  of  in¬ 
dividual’s  name  and  forwarding  address  for  mail. 

Authority  for  maintenance  of  the  system:  Post  Office  Department, 
USA,  Postal  Manual,  Chapter  1,  Part  158. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  personnel  of  the 
Correspondence  and  M^  Processing  Branch,  Code  212,  Headquar¬ 
ters,  DCA  for  forwarding  mail  to  personnel  of  Headquarters,  CiCA; 
Headquarters,  National  Communications  System;  and  the  Defense 
Communications  Agency  Operations  Center,  who  have  departed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  a  card  file  box.  ^ 

Retrievahiiity:  Information  is  accessed  and  retrieved  by  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  area  which  is  alarmed  and  is  accessible  only  to  authorized 
personnel  that  are  properly  screened,  cleared,  and  their  duties 
require  them  to  be  in  the  area  where  the  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are 
retained  for  one  year  after  an  individual’s  departure  and  are  then 
destroyed. 

System  managerfs)  and  address:  Chief,  Administrative  Division, 
Code  210,  Headquarters,  DCA.  Decentralized  Se^ent  -  Chief, 
Management  Services  Office,  Defense  Communications  Engineer¬ 
ing  Center,  RIM. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Chief,  Administrative  Division,  Code  210,  Headquarters, 
DCA.  The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  l^e 
requester  may  visit  the  Correspondence  and  Mail  Processing 


Branch,  Code  212,  Headquarters,  E>CA,  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  him  or  her.  As 
proof  of  identity  the  requester  must  present  a  current  DCA  identifi¬ 
cation  badge  or  a  driver’s  license.  Decentralized  Segment  -  Chief, 
Management  Services  Office,  Defense  Conununications  Engineer¬ 
ing  Center,  R120. 

Record  aceem  procedures:  Contact  the  Chief,  Administrative  Divi¬ 
sion,  Code  210,  Headquarters,  DCA.  The  official  mailing  addresses 
are  in  the  Department  of  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency’s  systems  notice  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  2uid  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Names  and  addresses  of  individuals  in 
the  system  are  furnished  by  the  individuals  who  have  been  reas¬ 
signed  who  had  been  receiving  their  mail  through  the  CorresMn- 
dence  and  Mail  Processing  Branch,  Code  212,  Headquarters,  DCA. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
K890.07 

System  name:  Education,  Training,  amd  Career  Development  Data 
System 

System  location:  Primary  System  -  Office  of  the  Assistant  to  the 
Director  for  Personnel,  Code  700,  Headquarters,  Defense  Commu¬ 
nications  Agency  (DCA). 

Decentralized  Segments  -  E>CA  Field  Activities. 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel  currently  or  formerly  assigned  to  or  employed  by 
the  DCA. 

Categories  of  records  in  the  system:  System  contains  individual 
career  development  plans  (for  civilians  only);  education  and  train¬ 
ing  historical  data;  applications  for  training  funded,  sponsored,  or 
arranged  by  DCA;  evaluations  (by  the  trainee)  of  education  or 
training  received;  applications  for  programs  for  which  candidates 
are  competitively  selected;  for  example  senior  military  service 
schools  and  other  long-term  training;  agreements  to  continue 
government  service  in  return  for  training  received;  and  supervisor 
evaluations  of  the  results  of  training  given  to  their  employees. 

Authority  for  maintenance  of  the  system:  Federal  Personnel 
Manual,  Chapter  410  ’Training’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  supervisors  and 
by  training  specialists  for  career  development  planning  and  for 
determining  appropriate  training  for  individuals.  Also  used  to  deter¬ 
mine  an  individual’s  eligibility  for  training  and  to  justify  education 
and  training  courses  and  their  associated  expenditures. 

Used  by  managers  in  the  DCA  and  by  training  specialists  to 
determine  agency  training  needs  and  the  ability  of  specific  courses 
to  satisfy  those  needs,  ^so  used  to  determine  results  and  accom¬ 
plishments  of  the  DCA  training  programs  (often  presented  in 
statistical  form  for  this  purpose). 

Used  by  Career  Development  Specialists  to  prepare  reports  of 
training  for  the  Civil  Service  Commission  and  for  DoD. 

Used  by  DCA  procurement  personnel  and  DCA  legal  staff  as  the 
basis  for  supporting  or  enforcing  legal  obligations,  such  as  payment 
of  tuition  and  fees,  reimbursement  of  trainee’s  expenses,  contrac¬ 
tual  obligations,  or  continued-service  agreement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  punched  cards. 

Retrievahiiity:  Retrieved  by  name  or  SSAN 

Safeguards:  System  is  in  building  which  uses  security  guards  to 
control  access  to  the  building.  OiUy  authorized  personnel  are  al¬ 
lowed  access  to  the  building.  Files  are  kept  in  standard  drawer-type 
filing  cabinets. 

Retention  and  dbposal:  Individual  records  are  maintained  as  long 
as  the  individual  is  employed  by  or  assigned  to  the  DCA.  After  a 
person  leaves  the  DCA,  his/her  individual  files  are  destroyed  within 
one  year  of  the  departure. 

Consolidated  reports  may  be  maintained  for  as  long  as  five  (5) 
years  before  they  are  destroyed. 

System  man^rfs)  and  addrea:  Assistant  to  the  Director  for  Per¬ 
sonnel,  Code  700,  Hq,  DCA 


FEDERAL  REGISTER,  VOL.  42,  NO.  1 88— WEDNESDAY.  SEPTEMBER  28,  1977 


51116 


PRIVACY  ACT  ISSUANCES 


NodficatiM  pcociedt;  Personnel  currently  assigned  to  or  em¬ 
ployed  by  the  DCA  Headquarters  or  DCA  Field  Activities  in  the 
Washington  Metropolitaa  Area,  and  all  personnel  formerly  assigned 
to  or  employml  by  DCA  Headquarters  or  any  DCA  Field  Activity 
may  obtam  mfonnation  from: 

Assistant  to  the  Director  for  Personnel 
Defense  Communications  Agency 
8th  SL  a  South  Coirt  House  Ro^ 

Ailingtoo,  Viiginia  22204 

Personnel  currently  assigned  to  or  employed  by  DCA  Field  Ac¬ 
tivities  outside  the  Washington  MeUopoUtan  Area  may  obtain  infor¬ 
mation  from  the  commander  of  their  activity. 

Requests  for  information  must  contain  name,  SSAN,  DCA  activi¬ 
ty  to  which  assisted,  and  dates  employed  by  or  assign^  to  DCA. 

Proof  of  identity  for  those  appearing  in  person  is  an  employee’s 
ID  card,  driver’s  license,  passp^,  or  simiUar  identification  which 
contains  both  the  name  arid  a  photograph  of  the  individual.  Proof 
of  identity  for  individuals  not  appearing  in  person  will  be  a  no¬ 
torized  statement  certifying  that  £e  person  requesting  the  informa¬ 
tion  has  been  identified  by  the  notary  public  by  means  of  an  em¬ 
ployee  ID  card,  driver’s  license,  passport,  or  other  identification 
containing  both  the  name  and  a  photograph  of  the  individual. 

Record  access  proocdnrcs:  Contact  the  Assistant  to  the  Director 
for  Personnel  for  information  concerning  access  to  individual 
records.  The  official  mailing  address  is  in  the  Department  of 
Defense  Directory,  in  the  appendix  to  the  DCA  systems  notice. 

Contesting  record  procedares:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  rruy  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Data  in  this  system  is  obtained  from  in¬ 
dividual  Official  Persotmel  Folders/Files  or  is  supplied  by  the  in¬ 
dividual  or  by  his/her  supervisor. 

Systems  exempted  from  certaia  provisions  of  the  act:  NONE 


DCA  STATION  LIST  DIRECTORY 


COLORADO 


DCAOC  SUPPORT  DIVISION 
CODE  N240 

CHEYENNE  MOUNTAIN  COMPLEX 


DISTRICT  OF  COLUMBU 


COMMAND  AND  CONTROL  TECHNICAL  CENTER 
WASHINGTON  D  C.  20301 

HEADQUARTERS  DEFENSE  COMMUNICATIONS  AGEN- 
CY 

WASHINGTON  D.C.  20305 

NATIONAL  COMMUNICATIONS  SYSTEM/DEFENSE  COM¬ 
MUNICATIONS  AGENCY  OPERATIONS  CENTER 
WASHINGTON  D.C.  20305  A 

WHITE  HOUSE  COMMUNICATIONS  AGENCY 
WASHINGTON  D.C.  20500 


HAWAH 


DCA  PACIFIC  AREA 

APO  SAN  FRANCISCO  %515  ’ 

DEFENSE  COMMERCIAL  COMMUNICATIONS  OFFICE 
PACIFIC 

APO  San  Francisco  96558 

in 

H 


ALASKA 


DCA  Alaskan  Field  Office 
CODE  N250 
APO  SEATTLE  98742 
DECCO  Alaska 
APO  SEattle  98742 


ILLINOIS  vv 

M 

q 

DCAOC  ALLOCATION  AND  ENGINEERING  DIVISION 
CODE  N230 

STOP  850  ‘la 

SCOTT  AIR  FORCE  BASE  62225  '  H  I 

DEFENSE  COMMERCIAL  COMMUNICATIONS  OFFICE 
SCOTT  AIR  FORCE  BASE  62225 


CALIFORNIA 


NEW  YORK 


DCA  GUAM  FIELD  OFFICE 

c/o  NAVCOMMSTA  WESTPAC  BOX  141 Y 

FPO  SAN  FRANaSCO  96630 

DCA  NORTHWEST  PACIFIC  REGION 

APO  SAN  FRANCISCO  96238 

DCA  KOREA  REGION 

APO  SAN  FRANCISCO  96301 

DCA  Southwest  Pacific  R^ion 

APO  SAN  FRANCISCO  96274 

DCA  TAIWAN  FIELD  OFFICE 

BOX  241 

APO  SAN  FRANCISCO  96263 

DCA  Los  Angdes  Field  Office 

Post  Office  Box  92960  Worldwide  Postal  CentCT 

LOS  ANGELES  CALIFORNIA  90009 


DCA  ATHENS  FIELD  OFFICE 
APO  NEW  YORK  09223 
DCA  EUROPE  AREA 
APO  NEW  YORK  09130 
DCA  ITALY  FIELD  OFRCE 
BOX  166 

AFSOUTH  NATO 

FPO  NEW  YORK  09524 

DCA  UNITED  KINGDOM  HELD  OFFICE 

APO  NEW  YORK  09378 

DCA  WORMS  FIELD  OFFICE 

APO  NEW  YORK  09056 

DEFENSE  COMMERCIAL  COMMUNICATIONS  OITICE 
EUROPE 

APO  NEW  YORK  09131 
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VIRGINIA 


DEFENSE  COMMUNICATIONS  ENGINEERING  CENTER 
1860  WIEHLE  AVENUE 
RESTON  22090 


WASHINGTON 


DCA  OKINAWA  HELD  OFHCE 
BOX  959 

FPO  SEATTLE  98773 


ADDENDUM  TO  DCA  STATION  LIST  DIRECTORY 


THE  DIRECTOR.  DCA  IS  ALSO  THE  MANAGER.  NA¬ 
TIONAL  COMMUNICATIONS  SYSTEM  (NCS).  THE  CHAIR¬ 
MAN.  MILITARY  COMMUNICATIONS  ELECTRONICS 
BOARD  (MCEB).  AND  THE  DIRECTOR.  WORLDWIDE  MILI¬ 
TARY  COMMAND  AND  COMMUNICATIONS  SYSTEM 
(WWMCCS)  SYSTEMS  ENGINEERING.  TO  THE  EXTENT 
THAT  THE  DIRECTOR.  DCA  PERFORMS  THESE  OTHER 
FUNCTIONS.  THE  RECORDS  SYSTEM  DESCRIBED  HEREIN 
PERTAIN  TO  AND  ARE  AVAILABLE  TO  EMPLOYEES  OF 
THESE  ORGANIZATIONS.  AND  MAY  BE  CORRECTED  BY 
MEANS  OF  THE  SAME  PROCESS  DESCRIBED  FOR  DCA 
FILES  SYSTEMS,  UNLESS  SPECIFIED  OTHERWISE 
HEREIN. 

WITH  THE  EXCEPTION  OF  PERSONNEL  RECORDS  FOR 
NAVY  OFFICERS  ASSIGNED  TO  DCA  ACTTVITIES  IN  THE 
WASHINGTON  METROPOLITAN  AREA,  THE  OFFICIAL 
MILITARY  PERSONNEL  RECORDS  OF  MILITARY  PERSON¬ 
NEL  ASSIGNED  TO  DCA  ARE  MAINTAINED  BY  THE 
PARENT  DEPARTMENT  AND  THAT  DEPARTMENT  HAS 
THE  ONLY  COMPLETE  OFFICIAL  COPIES  OF  THE  MILITA¬ 
RY  MEMBERS  PERSONNEL  RECORDS  FILE.  RESPONSI¬ 
BILITY  FOR  THE  COMPLETENESS  AND  ACCURACY  OF 
THESE  FILE  IS  INVESTED  IN  THE  MILITARY  DEPART¬ 
MENT.  WHILE  THE  DCA  COMMANDER  OR  OFFICE  CHIEF 
MAY  ASSIST  THE  MILITARY  MEMBERS  IN  OBTAINING  AC¬ 
CESS  OR  MAKING  CORRECTIONS  .  DCA  DOES  NOT  HAVE 
THE  AUTHORITY  EITHER  TO  GRANT  ACCESS  OR  MAKE 
CORRECTIONS.  THE  DOCUMENTS  MAINTAINED  BY  DCA 
ON  MILITARY  PERSONNEL  ARE  COPIES  OF  RECORDS 
PROVIDED  BY  THE  MILITARY  DEPARTMENTS  DURING 
THE  NOMINATION  PROCESS.  COPIES  OF  PERSONNEL 
CORRESPONDENCE  GENERATED  DURING  THE  MEMBERS 
TENURE  IN  DCA,  PROMOTION  ROSTERS  FURNISHED  BY 
THE  MILITARY  DEPARTMENTS.  AND  COPIES  OF  ORDERS 
PUBLISHED  BY  THE  DEPARTMENTS.  A  FEW  DOCUMENTS 
ARE  MAINTAINED  AS  A  RESULT  OF  REQUIREMENTS  IM¬ 
POSED  BY  THE  DEPARTMENTS  (LEAVE  FORMS  FOR 
ARMY  AND  AIR  FORCE  PERSONNEL  AND  SIDPERS  FOR 
THE  ARMY  PERSONNEL). 

IN  THE  CASE  OF  NAVY  OFFICERS  IN  THE  WASHING¬ 
TON  AREA,  DCA  MAINTAINS  THE  NAVY  OFFICERS  SER¬ 
VICE  RECORDS  AND  CAN  GRANT  ACCESS  AND  MAKE 
CORRECTIONS  WITHIN  THE  PURVIEW  OF  NAVPERS  15791, 
BUREAU  OF  NAVAL  PERSONNEL  MANUAL. 


DEFENSE  INTELLIGENCE  AGENCY 


REQUESTING  RECORDS 

Reconb  are  retrieved  by  aame  or  by  some  other  personal  identi¬ 
fier.  It  is  therefore  especiaOy  important  for  expr^tious  service 
when  requesting  a  record  that  particular  attention  be  provided  to 
the  Notification  and/or  Access  Procedures  of  the  particular  record 
system  involved  so  as  to  furnish  the  required  personal  identifiers, 
or  any  other  pertinent  personal  information  as  may  be  required,  to 
locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  'routine  uses'  of  the  records  have  been 
established,  that  are  applicable  to  every  record  system  maintained 
within  the  Department  of  Defense,  unless  specifk^y  stated  other¬ 
wise  within  a  particular  record  system.  These  additional  blanket 
routine  uses  of  the  records  are  published  below,  only  once  in  the 
interest  of  simplicity,  economy  and  to  avoid  redundancy,  before 
the  individual  record  system  notices  begin  rather  than  repeating 
them  in  every  individual  record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  vic^tion  or 
charged  with  enforcing  or  implementing  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessary  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  t^  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  o^er  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency's 
decision  on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  made  to  a  congressional  office  from  the  record  of 
an  individiial  in  response  to  an  inqu^  from  the  congressional  of¬ 
fice  made  at  the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to,  persoimel  actions, 
persoiuiel  security  actions  and  crimirud  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Rekvant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975, 
will  be  disclosed  to  the  Office  of  Management  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  A-19  at  any  stage  of  the  kmslative  coordination  and 
clearance  process  as  set  forth  m  that  Circular. 
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ROUTINE  USE  •  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Com¬ 
ponent  may  be  disclos^  to  foreign  law  enforcentent,  security,  in¬ 
vestigatory,  or  administrative  authorities  in  order  to  comply  with 
requirements  imposed  by,  or  to  claim  rights  conferred  in  interna¬ 
tional  agreements  and  arrai^ments  including  those  regulating  the 
stationing  and  status  in  foreign  countries  of  E^partment  of  Eiefense 
military  and  civilian  personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  SS16,  3517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  em¬ 
ployee  or  military  member  is  or  was  subject  to  tax  regardless  of 
whether  tax  is  or  was  withheld.  This  routine  use  is  in  accordance 
with  Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-^. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  U.S.  CIVIL 
SERVICE  COMMISSION 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act 
and  maintained  by  this  component  may  be  disclosed  to  the  Civil 
Service  Commission  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessa¬ 
ry  for  the  Conunission  to  carry  out  its  legally  authorized  Govern¬ 
ment-wide  personnel  management  functions  and  studies. 

ROUTINE  USE  -  DISCLOSURE  OF  INFORMATION 
TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  disclosed  as  a  routine  use  to  the  National  Archives 
and  Records  Service  of  the  General  Services  Administration  in 
records  management  inspections  conducted  under  authority  of  44 
U.S.C.  2904  and  2906. 


LDU  0001 

System  name:  001  Employee  Performance  Appraisals 

System  locatkm:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency 

Categories  of  individuals  covered  by  the  system:  All  DLA  civilian 
employees  who  have  an  official  performance  appraisal 

Categories  of  records  in  the  system:  File  contains  individual  an¬ 
nual  appraisals  and  documentation  for  performance  ratings,  and 
recommendations  for  awards. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  aiid  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Srotion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  Hiis  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Rating  supervisor 
prepares  appraisal  and  discusses  with  employee  concerned. 

Reviewing  official  considers  appraisal  for  programming  and 
management  purposes. 

Personnel  official  appraisal  keypunched  into  the  automated  per¬ 
sonnel  files;  award  recommendations  reviewed  for  meeting  criteria 
or  for  advising  (grating  official  on  actions  that  should  be  taken  to 
correct  performance  deficiencies;  process  perfomumce  awards  and 
file. 

Promotion  Panels,  Career  Board,  Agency  Selection  Officials  and 
Personnel  officials  use  appraisals  to  evaluate  employees  for  promo¬ 
tion,  reassignment,  and  career  development. 

Policies  and  pmetioes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievabllity:  Filed  alphabetically. 


,  Safegiuuxis:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  fiung  cabinets  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and 
trained. 

Rctentim  and  disposal:  Records  are  held  two  years  and 
destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DLA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  Uie  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  i^ce  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Agency  Operating  Officials,  Rating  Of¬ 
ficials,  Reviewing  Officials,  Civiliaii  Personnel  Officials. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
LD1A0002 

System  name:  002  Reserve  Personnel  Status  (DIA  Form  266)  File 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency 

Categories  of  individuals  covered  by  the  system:  All  current 
civilian  employees  who  are  members  of  a  military  reserve  unit. 

Categories  of  records  in  the  system:  Basic  identification  data, 
reserve  status  and  retired  military  status. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Reconis  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Roufine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Screening  ready  reserves 
for  appropriate  military  authorities. 

Verification/documentation  of  military  service  for  use  by  mem¬ 
bers  of  the  Personnel  Staff. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disporing  of  records  in  the  system: 

Storage:  Paper  records  filed  in  card  boxes. 

Retrievabllity:  Records  are  filed  alphabetically. 

Safeguards:  Building  employs  security  guards.  Records  stored  in 
a  lock^  file  cabinet. 
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Retention  and  diaponi:  Records  are  maintained  on  current  em¬ 
ployees  only.  Upon  separation  from  the  Agency,  an  individual’s 
record  is  destroyed. 

System  manacerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  MS  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rtiles  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

^  Record  source  categories:  Employee  generated  record. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
)<  L  DIA  0003 

System  name:  003  Agency  checkout  file 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  who  terminate  employment  with  the  Agency. 

Categories  of  records  in  the  system:  Outgoing  clearance  check  list. 

Supervisor's  Record  of  Employee  Card  containing  personnel  ac¬ 
tions  and  notes  on  an  employee. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  systra,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Divi¬ 
sion  -  Custodian.  Used  as  a  reference  source  for  verifying  the 
checkout  of  an  employee. 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievahility:  Records  are  filed  alphabetically. 

Safeguards:  Security  guards  on  duty  at  building  location.  Records 
are  maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Records  are  retained  one  year  and  then 
destroyed. 

S^rstem  nunagerfs)  and  address:  Records  Management  Officer, 
Detense  Intelligence  Agency,  Washington,  D.C.  20301 


Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  persona]  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  plaM  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  follow!^  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Appropriate  AgeiKy  offices  that  must 
be  contacted  prior  to  separation  from  the  Agency. 

The  employee’s  immediate  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0004 

System  name:  004  Reemployment  Rights  File 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency 

Categories  of  individuals  covered  by  the  system:  All  former  Agen¬ 
cy  civiUan  employees  who  have  reemployment  rights  with  Defense 
Intelligence  Agency. 

Categories  of  records  in  the  system:  Reemployment  Ri^ts. 
Request  Agreement  and  Extension  documents. 

Separation  and  Employment  Personnel  Action  documents. 

Personnel  Qualifications  Records. 

Documents  of  temporary  value  which  lead  to  a  formal  personnel 
action  but  do  not  substantudly  contribute  to  the  emfdoyee’s  record. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  place  an  employee 
who  exercises  his/her  return  rights. 

To  record  the  status  of  individuals  with  reemployment  ri^ts. 

Used  as  a  reference  when  updating  individual’s  qualification. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folder. 

Retrievahility:  Filed  alphabetically. 

Safeguards:  Building  employs  security  guards.  Records  stored  in 
a  lock^  file  cabinet. 

Retention  and  disposal:  Records  are  retained  until  reemployment 
rights  are  exercised  or  expire  at  which  time  they  are  destroyed. 
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DEPARTMENT  OF  DEFENSE 


SvfiMi  aai  ■iiriw;  Records  Many  meat  Officer, 

Defense  Intelliaence  Asency,  Washiaglon,  D.C  20301 

NeHffcnHen  prsceinw!  Requests  frooi  individiHls  wiU  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individiiab  desirint  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washu«ton.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  bitth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  proccdores:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  AgeiKy,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  personas  presence. 

Contesting  record  proeedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington. 
D.C.  20301. 

Record  source  categories:  Persotmel  actions  and  temporary  docu¬ 
ments  are  initiated  by  personnel  officials  or  line  management. 

Notification  of  appointment  and  request  for  release  letters  in¬ 
itiated  by  the  receiving  Federal  agency. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
LDIA0005 

System  name:  005  PERSONNEL  MANAGEMENT  INFORMA¬ 
TION  SYSTEM  (PMIS) 

System  location:  Primary  System  -  Information  Systems 
Directorate,  Defense  Intelligence  Agency 

Decentralized  Segments  •  Personnel,  Career  Development  and 
Training  Directorate,  Defense  Intelligence  Agency 

Categories  of  individnals  covered  by  the  system:  All  U.S.  citizens. 
Military  and  Civilian,  employed  in  Defense  Intelligence  Agency 
since  1968. 

Categories  of  records  in  the  system:  Records  reflecting  current  and 
historic  employee  position  status,  service,  qualifications,  per¬ 
formance.  traiiting.  awards,  consideration  for  vacaiKies,  ^uca- 
tional  background,  vital  statistics,  minority  group  designation 
(MGD),  and  address  data. 

Microfilm  records  contain  qualifications,  background  information 
and  an  employee  generated  statement  of  work  experience. 

Source  documents  executed  by  employees  concerning  qualifica¬ 
tions  and/or  experience  are  maintained  by  name. 

Authority  for  maintemuice  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  ^an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Srotion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  iu  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  facilitate  management 
of  personnel  employed  by  the  Agency,  to  aid  in  program  evalua¬ 
tion,  and  to  respond  to  internal  or  external  requests  for  informa¬ 
tion. 


Civilian  Personnel  Division  •  To  screen  mnployecs  (or  vacancies 
in  the  Agency;  to  conduct  prognmi  svaluatinn  studies;  to  generate 
statistics  used  in  internal  or  exterasi  reports;  to  proWda  address 
data. 

MQitary  Personnel  Division  -  To  msns|r  personnel;  to  determine 
manpower  requirements;  to  satisfy  reporting  requirements. 

Attaches  and  Human  Resources  Duectorate  -  To  produce  an  At¬ 
tache  directory;  to  produce  statistics  for  reports  concerning  At¬ 
taches.  To  manage  attache  personnel  resources. 

Office  of  the  Comptroller  -  To  produce  manpower  documents  for 
line  management  and  internal  use.  Fiscal  and  Budget  puiposes. 

Counterintelligence  and  Security  Division  -  To  provide  a  cootitri 
list  of  Agency  employees. 

Service  Division  -  To  provide  location  data  concerning  agency 
employees. 

(Tivil  Service  Commission  -  To  support  the  Clentral  Personnel 
Data  File  (CPDF).  To  provide  training  data. 

Intelligence  Directorate  -  To  support  a  man-hour  accounting 
system  used  to  manage  personnel  resources. 

Career  Development  EKviskm  -  To  screen  employees  for  vacan¬ 
cies  and  reassignments  throughout  the  Department  of  Defense  in 
the  field  of  career  intelligence  via  an  automated  interface  with  the 
Defense  Intelligence  Special  Career  Automated  System  (DISCAS). 

Polidcs  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  on  computer  magnetic  tapes, 
microfilm  and  paper  in  file  folders. 

Retrievahility:  Magnetic  tape  and  microfilm  records  are  retrieved 
by  name  or  social  security  account  number.  Using  automated 
retrievel  techniques. 

Access  to  automated  records  are  indexed  by  name  and  retrieved 
manually. 

Safeguards:  Building  employs  security  guards,  magnetic  tapes  are 
stored  in  locked  vaults.  Microfilm  and  paper  records  are  stored  in 
locked  cabinets. 

Access  to  automated  records  is  limited  to  authorized  personnel 
specialists  and  computer  technicians.  A  computer  software  security 
system  is  utilized. 

Access  to  minority  group  designation  data  must  be  authorized  by 
the  Director  of  Equ^  Employment  Opportunity  or  a  delegated 
representative. 

Retention  and  disposal:  Magnetic  tape  records  are  retained  in¬ 
definitely. 

Paper  source  files  are  destroyed  when  an  employee  terminates 
employment  with  the  Agency. 

Microfilm  files  are  destroyed  upon  receipt  of  periodically 
produced  replacement  files.  (Dnly  current  employee  records  are 
maintained  on  microfilm. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  ruune,  middle  name  or  initial,  sunuune, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  invedved  is  acceptam  or  acceptable  up  to  a 
specified  limit 
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Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  *of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  personas  presence.  , 

ContcfldiM  record  procedures:  The  Agency's  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Agency  management  and  ^rsonnel  offi¬ 
cials  initiate  personnel  actions;  performance  appraisals;  awards; 
records  of  training;  letters  of  appreciation  and/or  comendation,  and 
minority  group  designation. 

Financial  and  mai^wer  data  is  provided  by  the  Office  of  the 
Comptroller  and  the  Finance  and  Accounting  Office,  U.S.  Army. 

Medical  data  is  provided  by  the  Civilian  Employees'  Health  Ser¬ 
vice,  U.S.  Army,  ^ntagon. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
LDU(M06 

System  name:  006  DOD  Priority  Placement  and  Overseas  Employ- 

I  ment  Programs 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency  • 

Categories  of  individuals  covered  by  the  system:  DOD  Priority 
Placement-Any  DIA  civilian  employee  who  has  competitive  status 
and  is  subject  to  reduction-in-force  who  chooses  to  register  in  the 
program. 

DOD  Overseas  Employment-Any  DIA  civilian  employee  with 
competitive  status  who  may  wish  to  apply  for  DOD  overseas 
vacancies. 

Categories  of  records  in  the  system:  Various  DD  forms  reflecting 
personal  data  and  resume  of  experience,  changes  and  cancellations. 

Machine  listing  showing  personnel  who  are  actively  in  the 
system. 

Authority  for  mainterumce  of  the  system:  Department  of  Defense 
Directive  M0S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  '44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  officials  and 
employee  construct,  initial  registration  into  program  and  any 
changes,  deletions  or  cancellations  in  registration  and  forwards  to 
the  Defense  Electronics  Supply  Center. 

Centralized  Referral  Activity,  Defense  Electronics  Supply 
Center,  Dayton,  Ohio.  Puts  registration  data  into  the  system  for 
vacancy  referrals  within  DOD 

Any  DOD  Agency  when  resume  is  sent  for  vacancy  referral. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  fihng  cabinets  in  areas  accessible  only  to 
authorized  personnel  trat  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  held  two  years  and 
destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  Visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,- Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 


For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 

^  specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  personas  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Official  Personnel  files 

Defense  Electronic  Supply  Center 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0007 

System  name:  007  Reduction  in  Force  (RIF)  Case  Files 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Files  pertain  to 
employees  and  former  employees  affected  by  a  reduction-in-force 
action. 

Categories  of  records  in  the  system:  RIF  notices  to  employees 
with  supporting  documents  such  as  severance  pay  computation  and 
retention  register.  File  may  also  include  correspondence  pertaining 
to  any  RIF  appeal  with  U.S.  Civil  Service  Commission  (USCSC)  or 
possible  court  actions. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Employees  of  the  per¬ 
sonnel  office  use  this  fUe  during  the  execution  of  a  RIF  and  in 
responding  to  the  USCSC  in  the  event  an  appeal  is  filed  by  an  af¬ 
fected  employee.  USCSC  uses  information  to  adjudicate  appeal. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name 

Safeguards:  Files  are  maintained  in  areas  accessible  only  to  em¬ 
ployees  of  the  personnel  office  and  are  kept  in  cabinets  locked  with 
combination  locks.  The  Civilian  Personnel  Division  is  located  in  a 
building  with  security  guards  on  duty  24  hours  a  day. 

Retention  and  disposal:  Two  years  after  last  action  -  separation, 
appeal  or  court  action,  file  is  then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  (rom  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
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the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  tne  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1^4),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person's  presence. 

Cootesdiig  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Official  Personnel  Files. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0008 

System  name:  006  Civilian  Employee  Compensation  Records 

System  locatkm:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency 

Categorim  of  individuals  covered  by  the  system:  Any  claim  for 
compensation  for  job  related,  injury  or  illness  submitted  by  any 
DIA  civilian  employee. 

Categories  of  records  in  the  system:  File  contains  copies  of 
origmal  reports,  adjudication  questionnaires,  related  claims,  all  cor¬ 
respondence  relating  to  the  claim,  supervisor’s  report,  witness 
statements,  doctors  reports  of  examination,  and  Depaitment  of 
Labor  reports. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI0S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  smd  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  rdates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  ente^ 
rics  of  users  and  the  purposes  of  such  uses:  Civilian  employee;  wit¬ 
nesses  to  accidents  reported,  management  and  personnel  authen¬ 
ticating  and  processing  claims  from  employees  to  Department  ot 
Labor. 

Department  of  Labor,  Office  of  Federal  Worker’s  Compensation 
Program,  the  complete  case  for  evaluation,  decision,  and  payment 
of  compensation.  Department  of  Labor  sends  employee  a  notifica¬ 
tion  of  decision. 

Personnel  officials.  Complete  case  for  official  record  when  no 
longer  active. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

RetrievabiUty:  Filed  alphabetically. 

Safegimrds:  Buildiim  employs  security  guards.  Records  are  main¬ 
tained  in  locked  fiung  cabinets  in  areas  accessible  oitly  to 
authorized  personnel  tihat  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  retained  in  active  file  until 
case  is  no  longer  active,  then  destroyed  by  burning. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washmgton,  D.C.  20301. 


Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  AgeiKy  has  records  pertaiiiing  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  plaM  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  acoem  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasoitably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  invt^ved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  persoif  s  presence. 

Contesdng  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  .Washington, 
D.C.  20301. 

Record  source  categories:  Official  Personnel  files,  supervisor,  wit¬ 
nesses,  Federal  and/or  personal  physicians.  Department  of  Labor, 
or  correspondence  created  regarding  case.  Departrrwnt  of  Labor 
questiormaire,  and  interim  reports  and  notification  of  decisions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0009 

System  name:  009  Guest  Lecturer  File 

System  locatkm:  Career  Intelligence  Department,  Building  T-5, 
Defense  Intelligence  School,  Washington,  D.C.  20374 

Categories  of  individuals  covered  by  the  system:  All  individuals 
who  are  invited  to  be  guest  lecturers  at  any  Defense  Intelligence 
School  Course. 

Categories  of  records  in  the  system:  File  contains  biographic 
sketch  on  the  individual  as  well  as  letters  of  invitation  mid  ap¬ 
preciation.  ) 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Roudne  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  speh  uses:  Provides  students  with 
background  information  qualifications  of  the  guest  lecturer. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Biographic  data  consists  of  paper  files  in  a  loose  leaf 
binder.  Other  data  is  paper  files  in  file  folders. 

RetrievabiUty:  Filed  alphabetically  by  last  name  of  individual  for 
the  biographic  info  and  chronological  sequence  for  the  letters. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  persoimel  that  are 
properly  screened,  cleared  and  trained.  Access  is  on  a  need-to- 
know  basis. 

Retentkm  and  disposal:  Temporary,  destroyed  when  no  longer 
required. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  tyords 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washmgton,  D.C.  20301. 
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Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  MS  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  Mrsonal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  tne  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  nurntwr  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  personas  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individual,  individual’s  office  of  em¬ 
ployment,  Defense  Intelligence  School. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0010 

System  name:  010  Freedom  of  Information  Act  (FOIA)  Files 

System  location:  Reference  Library,  Central  Reference  Division, 
Directorate  for  Support,  Defense  Intelligence  School,  Washington, 
D.C.  20301  and  all  duoctorates  in  DIA.  ■ 

Defense  Intelligence  Agency,  Washington,  D.C.  20301^ 

Categories  of  individuals  covered  by  the  system:  All  individuals 
who  request  information  which  the  Department  of  Defense  may 
hoid  on  the  individual  or  other  information  requested  by  the  in¬ 
dividual. 

Categories  of  records  in  the  system:  The  individuals’  request 
letter,  DIA’s  response  and  a  time  expenditure  form. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  3105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present,  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  ci  records  maintained  in  the  system,  including  catc^ 
rics  ol  users  and  the  purposes  of  such  uses:  By  the  FOIA  Officer  for 
a  reference  fUe. 

For  statistical  purposes 

General  reference  file 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storsge:  I^per  files  in  paper  folders. 

Retrievahiiity:  By  year  and  in  alphabetical  order  by  individuals 
last  name  within  the  calendar  year. 

Safeguards:  Buildings  employ  security  gu^ds.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  Access  is  on  a  need-to- 
know  basis. 

Retenthm  and  disposal:  Permanent  file  by  law. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 


Individuals  must  provide  full  name,  sociiil  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual.  •  . 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  tne  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in^writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individual,  School  FOIA  Officer,  DIA 
FOIA  Officer  and  internal  offices  of  DIA  which  provide  input  for 
response. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
L  DIA  0011 

System  name:  01 1  Student  Information  Files 

System  location:  Registrars  Office,  Building  T-6,  Defense  Intel¬ 
ligence  School,  Washington,  D.C.  20374 

Categories  of  individuals  covered  by  the  syston:  All  students  who 
have  attended  any  course  of  instruction  at  the  School. 

Categories  of  records  in  the  system:  Information  pertaining  to  per¬ 
sonalia,  past,  present  and  projected  assignments,  educational 
background,  academic/fitness  reports,  letters  of  course  completion 
rosters,  grades  and  academic  transcripts  if  applicable. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  data  for 
managing  the  student  population  at  the  School  and  for  historical 
doctimentation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  files  in  file  folders. 

Retrievahiiity:  Filed  by  fiscal  year  and  broken  down  by  class 
sequence  withm  that  year. 

Safeguards:  Buildings  employ  security  gu^s.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  Access  is  on  a  need  to 
know  basis. 

Retention  and  disposal:  Registration  cards  retained  at  School  from 
FY  69  -  FY  75,  previous  years  have  been  forwarded  to  the  National 
Records  Center.  Historical  documentation  is  retained  at  the  School 
on  a  permanent  basis. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  lyords 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 
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Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  nas  a  record.  ^  * 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  informatiofl  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  Mrsonal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  foUowi^  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numl^r  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  inmvidual’s  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D  C.  20301. 

Record  source  categories:  Individual,  Parent  Service,  Educational 
Institutions,  previous  employers  and  Faculty  Advisors. 

Systems  exempted  from  certain  provisioiis  of  the  act:  None 
L  DIA  0012 

System  name:  012  Locator  Cards/Rosters 

System  location:  Subordinate  elements.  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Military  and 
Civilian  Personnel  assigned. 

Categories  of  records  in  the  system:  File  contains  individuals 
name,  rank/grade.  Service,  Social  Security  Number,  SI  Billet 
Number,  AFSC/MOS/NEC/or  Civ,  Duty  Phone,  Section  assigned. 
Date  of  last  ER,  Discharge  Date,  Civilian  Position  Description 
Number,  Local  Phone  Number,  Lo<^  Address,  Marital  Status,  Per¬ 
manent  Address,  Date  of  Birth,  Place  of  Birth,  Date  reported. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  I,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re<odified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  where  a 
person  is  assigned;  to  recall  to  duty  station  when  required,  and  to 
notify  next  of  kin  in  case  of  accident  or  death.  Records  are  main¬ 
tained  for  administrative  processing  of  personnel  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  5x8  file  box,  paper  in  folder  or  similar  system 

Retrievability:  Filed  alphabetically  by  last  name  of  employee. 

,  Safeguards:  Records  are  maintained  in  a  area  where  only 
authorized  personnel  are  permitted.  Guards  employed  at  building. 

Retention  and  disposal:  Retained  for  up  to  six  months  after  em¬ 
ployee  departs  agency. 

Sjrstem  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

NotificatioB  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SCT 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  nas  a  record. 


Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  peflaining  to  the  in¬ 
dividual. 

For  Mrsonal  visits,  the  requester  must  present  as  proq(  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  soo^  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Reauest  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SCT  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  provided  by  the  individual 
upon  reporting  for  duty. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
L  DIA  0013 

System  name:  013  Defense  Intelligence  Agency  Personnel  Roster 

System  location:  Directorates  and  major  staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  A  listing  of  all 
military  and  civilian  personnel  currently  assigned  to  or  employed  by 
the  Defense  Intelligence  Agency 

Categories  of  records  in  the  system:  File  contains  individu^s 
name,  grade,  component,  employment  and  assignment  date  to  the 
Defense  Intelligence  Agency,  job  series  and  sl^  coding,  place  of 
employment,  social  security  account  number  and  civilian  employees 
salary.  'n' 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Defense  Intelligence 
Agency,  Counterintelligence  and  Security  Division  -  To  provide  a 
ready  reference  to  locate  personnel  within  the  Defense  Intelligence 
Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Bound  computer  printout 

Retrievability:  Listed  alphabetically  by  individuals  last  name 

Safeguards:  Building  employs  security  guards.  Files  are  main¬ 
tained  in  an  area  accessible  only  to  authorized  personnel  that  are 
screened,  cleared,  and  trained.  After  duty  hours  the  files  are  main¬ 
tained  in  alarmed  locked  rooms. 

Retention  and  disposal:  Files  are  destroyed  upon  receipt  of 
replacement  volume.  They  are  destroyed  by  burning. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  sdMve  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  MS  a  record. 
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Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pratagonc  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual^ 

For  ^rsonal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  follow^:  Full  name,  date  and  plaM  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segiegable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numlxr  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  invirfved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Defense  Intelligence  Agency  Personnel 
Division  furnishes  all  information. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0014 

System  name:  014  Field  Personnel  Folder 

Syrtem  location:  Directorates  and  Major  Staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

CaUgoiies  of  individuals  covered  by  the  system:  Military  and 
Civilian  Personnel  Records 

Categories  of  records  in  the  system:  Records  that  make  up  this  file 
are  Joint  Table  of  Distribution,  DIA  Form  209  •  Duty  Assignment 
Memorandum,  DIA  Form  61  -  JTD  Revision  Request  and 
Authorization,  SF  Form  52  -  Request  for  PersonneLAction,  SF 
Form  sot  -  Notification  of  Personnel  Action,  DIA  Form  309  -  Su¬ 
pervisor’s  Record  of  Employee,  DIA  Form  2  -  DIA  Locator  Form, 
to  Locator  Form,  MDW  RNW  Form  46  Test  (Rev)  1  Dec  74  - 
Civilian  Pay  Time  and  Attendance  Report,  MDW  FINW  Form  49  - 
Civilian  Earainjgs  and  Leave  Statement,  DIA  Form  300  -  Civilian 
Position  Description,  DIA  Form  165  -  DIA  Merit  Selection  Cer¬ 
tificate,  DIA  Fonn  302  -  Special  Request  for  Training,  DIA  Form 
350  -  Recomawndatioo  for  Civilian  Performance  Reception,  DD 
Form  594-1  •  Organizational  Time  and  Attendance  Report,  DIA 
Form  345  -  High  Potential  Employee  Nomination/Application,  DIA 
Form  673  -  Employee  Career  A^raisal,  AF  Form  642  -  Recom¬ 
mendation  for  Decoration,  NAVPERS  161111  -  Officers  Fitness 
Reimrt,  DA  67-7  •  US  Army  Officer  Evaluation  Report,  AF  707  - 
Officer  Effectiveness  Report,  AF  909  -  Airman  Performance  Re¬ 
port,  DIA  Form  83  •  Request  for  Nomination  of  Military  Personnel, 
DIA  Form  780  -  Off-Duty  Employment  Report,  DIA  Form  42  - 
Request  for  Irregular  Overtime,  DIA  Form  251  -  Employee  (Qualifi¬ 
cation  Record,  DIA  Form  517  -  Military  Position  Data,  DIA  Form 
68  •  Request  for  Training,  DA  Form  2515  -  Payroll  Charige  Slip, 
DIA  Form  280  -  Civilian  Career  Development  Registration.  DD 
Form  1557  (Certificate  of  Clearance/ Access);  Military  Personnel 
Record;  Welcome  Letters;  Assignment  Orders;  DIA  Master 
Processing  Record  (incoming  and  outgoing);  Letters  of  Apprecia¬ 
tion/Commendation. 

Anihority  for  maintenanee  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
estabhsh,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  Uie 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agerKy. 

Roodne  uses  of  records  maintained  in  the  system,  Indndlng  cate^ 
lies  of  nsers  and  the  pnrposes  of  sneh  nses:  Branch  Chiefs  -  Routme 
day  to  day  personnel  administration. 


Polides  and  practices  for  storing,  retrieving,  accessing,  retaining,' 
and  disposing  of  records  fas  the  system: 

Storage:  Paper  records  in  file  folders. 

Rctiievabili^:  By  name,  position  description  number,  JTD 
Number,  Social  Security  Numlwr. 

Safeguards:  Files  locations  are  in  Buildings  that  employ  security 
guards.  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared,  and  have 
a  need-to-kmw. 

Retention  and  diaposal:  These  records  are  kept  until  action  is 
completed/individual  departs  Defense  Intelugence  Agency, 
Directorate  for  Information  Systems.  These  are  only  action  tracer 
papers.  Main  files  retained  by  offices  of  primary  interest. 

System  managrr(s)  and  addrem:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat.  Room  3E268, 
the  Pentagon.  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  A’TTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segr^able 
portions  thereof  must  be  made  in  writing.  'The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  accept^>le  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  'The  Agency’s  rules  for  access  to 
records  and  for  contestmg  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Position  description  developed  by  first 
level  supervisors.  Emi^oyee  record  cards  maintained  by  first  level 
supervisor.  Awards,  certificates,  letters,  etc.,  from  within  and  out¬ 
side  the  agency,  as  appropriate. 

Individual,  previous  employers,  previous  supervisors,  academic 
institutions  arid  present  organiution.  Military  Persotmel  Division 
and  incumbent’s  duty  station.  CUvilian  Persotmid  Division 

Systems  exempted  from  certain  provisions  of  die  act:  None 
L  DIA  0015 

System  name:  015  Biographical  Sketch  (Military  and  Civilian) 

System  location:  Command  Element,  Directorate  for  Estimates, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  dm  system:  All  military  of¬ 
ficers  and  professional  civilians  assigriicd  and/or  detailed  to  DE. 

Categories  of  records  in  the  system:  Biographical  sketch  on  each 
military  officer  and  professiotud  civilian. 

Authority  for  maintenance  of  the  qrstem:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396^)).  'This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  'This  relates  to 
the  records  management  of  an  agency. 
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Rwitlae  mcs  of  records  malataiiird  in  the  system,  including  catego¬ 
ries  of  naers  and  the  purposes  of  such  uses:  Maintained  as 
background  information.  The  user  is  the  Deputy  Director  for  Esti¬ 
mates. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Paper  records  in  loose  leaf  folder. 

Retrievability:  By  name  of  individual. 

Safmmrds:  Stored  in  the  Deputy  Director  for  Estimates  personal 
safe.  Combination  is  available  only  to  personnel  having  a  definite 
need  to  know.  Building  has  security  guards. 

Retentioo  and  disposal:  Temporary.  Returned  to  individual  upon 
departure  from  DE. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  )ias  a  record. 

Requesters  may  visit  initiaUy  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card.  • 

Record  accen  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974).  Washington.  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
pt^ons  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individual 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0016 

System  name:  016  Rotary  Card  File 

Svstem  location:  Office  of  the  Director;  Office  of  the  Chief  of 
Staif;  Office  of  the  Secretary;  Office  of  the  Defense  Intelligence 
Officers;  Office  of  the  Chief,  Foreign  Liaison  Division,  Defense  In¬ 
telligence  Agency. 

Categories  of  individuals  covered  by  the  sy^m:  Civilian  and  mili¬ 
tary  officials  of  the  U.S.  Government;  civilian  and  military  em¬ 
ployees  of  following  offices:  Director;  Deputy  Director;  Chief  of 
Staff;  Secretary,  DIA;  General  Counsel. 

Categories  of  records  in  the  system:  Cards  listing  name,  home  ad¬ 
dress,  phone  numbers  (home  and  office);  cards  of  Government  offi¬ 
cials  giving  title  and  address. 

Authority  (or  maintenance  of  the  system:  Department  of  Defense 
Directive  510S.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  19S0  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  Inclnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  all  employees 


of  individual  offices  for  reference;  used  in  editing  correspondence 
to  determine  the  correct  address  of  officials  in  ^  departments  of 
the  government.  Addresses  of  government  officials  are  giving  out 
by  telephone  to  DIA  employees  who  inquire  in  order  to  prepare 
correspondence. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  In  rotary  card  file. 

Retrievability:  By  name. 

Safeguards:  Remains  on  desks  in  individual  offices;  all  offices  are 
either  locked  or  are  under  alarm  after  regular  work  hours. 

Retention  and  disposal:  As  long  as  needed  or  current;  cards  for 
employees  of  individual  offices  are  destroyed  when  em- 
ployeeleaves;  cards  destroyed  and  new  cards  made  when  govern¬ 
ment  officials  change. 

System  manager(s)  and  address:  Records  Management  Officer. 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  tiie  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  sho^d  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  ind^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individuals  covered;  offices  of  (jovern- 
ment  officials;  various  Government  publications;  telephone  directo¬ 
ries. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0017 

System  name:  017  Personnel  Actions  (Civilian) 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301.  Copy(s)  are  maintained  by  Civilian  Personnel  Division, 
Directorate  for  Persoimel,  Career  Development  and  Training. 

Categories  of  individuals  covered  by  the  system:  AU  civilian  per¬ 
sonnel  assigned/detailed  to  DIA 

Categories  of  records  in  the  system:  SF  S2  (Request  for  Persoimel 
Action)  (Recruitment,  Abolish/Establish;  Promotion,  Detail,  etc.) 
SF  50,  other  personnel  action  forms,  letters,  memoranda. 

Authority  (or  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  smd  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 
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Roadac  uae«  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  ai^  the  purposes  of  such  uses:  Records  are  maintained 
for  administrative  purposes. 

Polida  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stors^:  Paper  records  in  file  folders. 

Retrievabtlityi  By  name,  social  security  account  number,  and/or 
JTDRN  number. 

Saf^nards:  Records  are  stored  in  areas  where  the  building  has 
security  guards. 

Retention  and  disposal:  Temporary.  Cut-off  end  of  calendar  year  - 
held  two  additional  years  and  destroyed. 

Sprstem  managerfs)  and  address:  Records  Management  Officer, 
Detense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Waslmigton,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  uccem  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
pt^ons  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

■(,  Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

R^uests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany- 
ing^person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  souixe  categories:  DIA  Personnel  Office,  initiated  by  all 
offices  for  actions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0018 

System  mune:  018  Military  Personnel  Procurement,  DIA  Form  83 

System  location:  Defense  Intelligence  Agency,  Directorate  for 
Management  and  Plans,  DP;  DP-1;  DP-1  A;  DP-IB;  DP-2;  DP-2A; 
DP-2B;  DP-2C;  DP-2D;  DP-3;  DP-3  (USIB),  Pentagon,  Washington, 
D.C.  20301 

Control  Division,  Directorate  for  Estimates,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301.  Copy(s)  are  maintained  by  I^ta- 
ry  Personnel  Division,  Directorate  for  Personnel  Career  Develop¬ 
ment  and  Training,  DIA. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  scheduled  to  depart  DIA  within  the  next  year. 

All  potential  DIA  military  employees  under  consideration. 

Categories  of  records  in  the  system:  File  contains  correspondence, 
forms  requesting  assignment,  reassignment,  extensions. 

Authority  for  maiutmanrr  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  S06(b)  of  the 
Federal  Recoids  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  ol  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 


Routine  uses  of  records  maintained  in  the  nrstm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintain  admimstrabve 
control  for  tour  overlap,  timely  assigiunent,  continuity  of  opera¬ 
tions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Alphabetical  by  name,  social  security  number 
and/or  JTD  number. 

Safeguards:  Kept  in  locked  security  safes  at  night.  Available  for 
use  during  work  day. 

Retention  and  disposal:  Records  are  kept  until  no  longer  useful. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiringrecords 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  intEvidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Forms,  letters  used  by  Military  Depart¬ 
ments,  DIA  Personnel  Office,  or  associated  personnel. 

Systems  exempted  from  certain  proviskms  of  the  act:  None 
L  DIA  0019 

System  name:  019  Emergency  alert  and  recall  rosters 

System  location:  Defense  Intelligence  Agency,  (DS-6),  Washing¬ 
ton.  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Listing  of  specific 
military  and  civilian  personnel  assigned  to  Defense  Intell^ence 
Agency 

Categories  of  records  in  the  system:  File  contains  individual’s 
name,  grade,  home  address  and  home  telephone  number. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records.  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Furnishes  data  needed  to 
quickly  institute  recml  proceedings  as  needed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  folders  and  vertical  index  cards 
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lilffcfMlitji;  Files  are  maintained  alphabetically  and  chromlogi- 
cdly  by  date  m  recall  plan. 

SaiaiMrds:  Building  employs  security  guards.  ImIcs  are  main¬ 
tained  in  an  area  accessible  only  to  authorized  personnel  who  are 
cleared,  screened,  and  trained.  After  duty  hours  the  files  are  main¬ 
tained  in  locked  sides  within  locked  rooms. 

Rctentioa  and  jMsprwal;  Files  are  destroyed  by  burning  when  in¬ 
dividual  is  reassign^  out  of  the  counterintelligence  a^  security 
division. 

System  maiuiger(s)  and  address:  Records  Mana^ment  Officer, 
De/ense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procednre:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268. 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  foUoiv^:  Full  luune,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  aceem  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency.  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  vmting.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  is  obtained  from  rosters 
and  the  individual. 

Systems  esempted  from  certain  provisions  of  the  act:  None 
L  DIA  0020 

System  name:  020  Joint  Table  of  Distribution 

Sy^m  location:  Directorates  and  Major  Staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  personnel 
(military  and  civilian)  assigned. 

Categories  of  records  in  the  system:  All  personnel  (military  and 
civilian)  assigned  by  Division  and  Billet  Number. 

Authority  tor  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  S06(b)  of  the 
Federal  Records  Act  of  19S0  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  odego- 
ries  of  users  and  the  purposes  of  such  uses:  The  puipose  is  to  disf^y 
the  detailed  distribution  of  manpower  authorizations  according  to 
thitir  intended  utd^tion.  The  Joint  Table  of  Distribution  contains 
authorizations  for  mditary  and  civilian  manpower  by  approved  posi¬ 
tion  title,  grade.  Service,  and  other  identifying  codes  for  each  or¬ 
ganizational  element  down  to  and  including  the  section  level.  Paper 
products  include  incumbency  information;  name,  occupational 
code,  job  title,  grade/rank.  Service  (if  military),  date  of  initial  em- 
ploymnt  with  the  Defense  Intelligence  Agency,  and  estimated  date 


of  departure  (if  military).  The  Joint  Table  of  Distributioa  is  clas¬ 
sified  Confidential  and  distribution  is  restricted  to  a  ’need  to  know’ 
basis.  The  Joint  Table  (rf  Distribution  is  used  as  a  reference  and 
working  document  by  appropriate  Defense  Intefligence  Agency  per¬ 
sonnel  m  the  management  of  Agency  manpower. 

PoUcles  and  praetkes  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storsge:  Computer  paper  printouts. 

Retrievability:  Information  retrieved  by  5  digit  Joint  Table  of  Dis¬ 
tribution  numbier,  office  symbol,  or  indi\^ual’sname. 

Safeguards:  Joint  Table  of  Distributions  are  stored  in  safes. 
Defense  Intelligence  Agency  personnel  have  access  on  a  ’need  to 
know’  basis. 

Retention  and  disposal:  End  of  fiscal  and  calendar  year  copies  are 
retained  permanently  in  Manpower  and  Organization  Branch  (CC- 
2A).  Current  year  copies  are  retained  for  one  year  then  placed  in 
classified  bum  bags. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Nodficatioo  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Rpom  3E268, 
the  Pentagon,  Washington.  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  foUovv^:  Full  name,  date  and  plaM  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  shc^d  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numlwr  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Director  of  Personnel  and  Office  of  the 
Comptroller. 

Systenu  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0021 

System  name:  021  Training  Locator  Cards 

System  location:  Resources  and  Management  Division. 
Directorate  for  Support,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Civilian  and  Mili¬ 
tary  personnel  taking  a  current  training  course. 

Categories  of  records  in  the  system:  3x5  cards  containing  name 
and  other  data  related  to  training. 

Authority  for  maintenance  of  die  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delation  12.  Develop, 
establish,  and  maintain  an  active  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmaiuigement.  This  relates  to 
the  records  management  of  an  agency. 
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Roottee  BSCS  of  records  ■Bhitoincd  in  the  system,  Includinf  catego¬ 
ries  of  users  and  tlw  porposes  of  sach  uses:  Records  are  maintain^ 
for  administrative  processing  of  civilian  personnel  actions.  Users 
are  personnel  locaUKi  in  the  Resources  a^  Manai^ment  Division 
who  have  sole  responsibility  for  preparing  all  actions  relative  to 
civiliM  employees.  Information  is  not  disseminated  outside  the 
division;  however  immediate  supervisors  may  review  master  files 
for  their  employees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  3  X  S  cards  in  card  box 

Retrievability:  Course  Title  and  Name 

Safe^Uitfds:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  safes  in  areas  accessible  only  to  authorized  person¬ 
nel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Retained  until  employee  has  taken  course. 

System  maiugerfs)  and  addrem:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual.  y 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  follow^:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  At  least  the  following  information: 

'  Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  accepti^le  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  >vill  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person's  presence.  r 

Coiriesdng  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individual  taking  training  and  the  Per¬ 
sonnel,  Career  Development  and  Training  Directorate. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0022 

System  name:  022  Movement  of  Personnel 

System  locatkm:  Services  Division,  Directorate  for  Support, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  employees 
who  have  been  relocated  or  reassigned. 

Categories  of  records  ia  the  system:  Listing  of  personnel,  assign¬ 
ment  letters,  memoranda,  including  name,  grade,  job  title,  and  bio¬ 
graphic  data. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Srotion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has' 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  systm,  includii^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  supervisory  and 


management  personnel  with  employee  actions  and  history  of  their 
personnel.  Provides  the  location,  grade,  job  series  number,  title, 
service  and  movement  dates  of  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: . 

Storage:  Paper  records  in  file  folders 

Retrievability:  By  employee  name  and  JTDRN 

Safeguards:  Information  stored  in  locked  file  cabinets  in  area 
controlled  by  guards 

Retention  and  disposal:  Maintained  for  one  year,  then  destroyed 

System  managerfs)  and  address:  Records  Management  Officer. 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat.  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a  /- 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in£vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  proc^ures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Supervisors,  personnel  records,  rosters, 
job  descriptions,  letters,  memoranda. 

Systems  exempted  from  certain  provisioiis  of  the  act:  None 
L  DIA  0100/04 
System  name:  l(X)/4  Personnel  File  Index 

System  location:  Foreign  Disclosure  Branch  DIA  (DS-6B)  Pen¬ 
tagon,  Washington  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  AU  current  mem¬ 
bers  of  DIA  DS-6B 

Categories  of  records  in  the  system:  File  contains  names,  rank  or 
position,  address,  phone  number,  date  of  birth,  social  security 
number,  date  assigned  to  DS-6B,  spouse’s  name,  JTD  billet  number 
and  security  clearance  billet  number. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Eiirective  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  DS-6B  personnel  utihze 
file  for  reference  purposes 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  3X5  card  file 

Retrievability:  Filed  alphabetically  by  last  name  of  researcher 
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SalcgiHurds:  BuikUng  employs  security  guards,  records  are  main¬ 
tained  in  a  security  alarmd  area  cleai^  for  open  storage  of 
SECRET  material 

Rctcntloa  and  dispasal:  Records  are  changed  with  the  transfer  of 
assigned  personnel.  Outdated  files  are  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  p.C.  20301 

Nodficadon  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  WashLagton,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  nas  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Incumbent  and  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0100/14 

System  name:  100/14  Office  Administration-Dining  Room  Passes. 

System  location:  Support  Branch  (DS-2C),  Directorate  for  Sup¬ 
port,  Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  DIA 
General/Flag/supergrade  officials  who  have  been  issued  dining 
room  passes. 

Categories  of  records  in  the  system:  Lists,  with  related  correspon¬ 
dence,  of  covered  officials 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  purposes  for 
verification  of  officials  having  an  executive  dining  room  pass. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Lists  and  correspondence  filed  in  file  folders 

Retrievahility:  Manual  search  by  name 

Safeguards:  Stored  in  locked  containers  and  access  controlled  by 
security  guards  - 

Retention  and  disposal:  Each  page  is  destroyed  when  all  names 
have  been  deleted  due  to  transfer. 

Svstem  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 


Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  rw»rds 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  TCrsonal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  accem  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  inve^ved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  retained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Applicants  for  dining  room  passes 

Systems  exempted  from  certain  provisions  of  the  act:  None 

L  DIA  0103/01  ^ 

System  name:  103/1  Personnel  Security  and  Security  Clearance 
Status  Index 

System  location:  Defense  Intelligence  Agency,  Counterintelligence 
and  Security  Division,  (DS-6),  Pentagon,  D.C.  20301 

Categories  of  Individuals  covered  by  the  systein:  Any  Defense  In¬ 
telligence  Agency  milita^  personnel,  civil  service  employee,  con¬ 
sultant,  contractor,  applicant  for  employment,  nominee  for  assign¬ 
ment  or  personnel  belonging  to  the  Defense  Mapping  Agency, 
Defense  Nuclear  Agency.  Defense  Communications  Agency,  CAfice 
of  the  Secretary  of  E>efense,  Defense  Contract  Audit  Agency, 
Defense  Supply  Agency,  Joint  Chiefs  of  Staff  and  Library  of  Con¬ 
gress/Federal  Research  Division  who  require  access  to  special  intel¬ 
ligence/special  activities  office  information. 

Categories  of  records  in  the  system:  File  contains  individual’s 
name,  social  security  account  number,  grade,  case  file  number, 
clearance  data,  and  employment  termination  date. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  I,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintaioed  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Defense  Intelli^nce 
Agency,  Counterintelli^nce  and  Security  Division  •  To  estafaush  a 
means  of  identifying  an  individual’s  security  clearance  file  by  case 
file  number. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Vertical  file  cards 

Retrievahility:  Filed  alphabetically  by  last  name  of  individual 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained.  After  duty  hours  the  files 
are  maintained  in  alarmed  locked  rooms. 

Retention  and  disposal:  Files  are  permanent. 
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Svstea  iMBafciti)  aod  addraa:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notificatipa  proccdorc:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  acccas  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301.  . 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  ntade  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  personas  presence. 

Coutestiag  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  is  furnished  by  the  in¬ 
dividual’s  current  em|doyer  or  military  organization. 

Systems  esempted  from  certain  provisions  of  the  act:  None 
L  DIA  0103/02 

System  name:  103/2  Persormel  Security  Case  Records  Retirement 
Retrieval  Index 

System  locatioa:  Defense  Intelligence  Agency,  Counterintelligence 
and  Security  Division,  (DS-6),  Pentagon,  Washington,  D.C.  20301 

Categories  of  individnab  covered  by  the  system:  Any  Defense  In¬ 
telligence  Agency  military  personnel,  civil  service  employee,  con¬ 
sultant,  contractor,  applicant  for  employment,  nominee  for  assign¬ 
ment.  Also  personnel  with  the  Office  of  the  ^cretary  of  Defense, 
Joint  Chiefs  of  Staff,  Defense  Communications  Agency,  Defense 
Contract  Audit  Agency,  Library  of  Congress/F^eral  Research 
Division,  Defense  Mapping  Agency,  Defense  Nuclear  Agency  and 
Defense  Supply  Agency  who  require  access  to  special  intel¬ 
ligence/special  activities  office  information. 

Categories  of  records  in  the  system:  File  contains  individual’s 
name  and/or  security  investigative  case  file  number,  date  of  retire¬ 
ment  or  date  of  retrieval  as  appropriate. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routiae  uses  of  records  malnfaiurd  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Defense  Intelligence 
AgeiKy,  Counterintelli^nce  and  Security  Division  -  To  establish  a 
means  of  recording  the  retirement  of  security  investigative  files  to 
the  Washington  National  Records  Center  and  a  methr^  of  account¬ 
ing  for  those  files  that  are  retrieved  from  the  Washington  National 
Records  Center. 

Pulkies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Bound  volumes  and  binders 


RetrievabilHy:  Filed  by  security  investi^tive  file  number  for 
retirement  and  listed  alphabetically  by  individual’s  last  name  for 
retrieval. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  an  area  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  and  trained.  After  duty  hours  the  files 
are  maintained  in  an  alarmed  locked  room. 

Retention  and  disposal:  Files  are  permanent.  They  are  retained  in¬ 
definitely. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,. D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  &e  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301.  ' 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
*  individual  concerned,  if  known.  Request  should  state  that 

whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  wiU  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’»  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  obtained  from  the  in¬ 
dividual’s  security  investigation  file 

Systems  exempted  from  certain  provisions  of  the  .act:  None 
L  DIA  0107 

System  name:  107  Board  of  Visitors  File  (BOV) 

System  location:  Commandant’s  Office,  Building  T-6,  Defense  In¬ 
telligence  School,  Washington,  D.C.  20374 

Categories  of  individuals  coveted  by  the  system:  All  individuals 
who  have  ever  been  a  member  of  the  Bo^  of  Visitors  to  the 
School. 

Categories  of  records  in  the  system:  File  contains  personalia  on 
the  individuals,  verbatum  minutes  of  the  meetings,  agendas,  letters 
of  promulgation  of  dates  of  meetings,  travel  claims  of  members, 
final  BOV  Report  of  the  meetings  as  well  as  correspondence 
generated  by  the  recommendations  of  the  Board. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%I,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  marukgement.  This  relates  to 
the  records  management  of  an  agency. 

Roudne  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Follow  up  on  BOV 
recommendations;  inform  the  Director,  DIA  of  the  proceedings  of 
the  Board  of  Visitors  meetings.  AdditionaUy  the  personalia  informs 
the  Staff,  Faculty  and  Students  of  the  School  with  the  educational 
background  and  qualifications  of  the  members  of  the  BOV. 
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Polkks  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sysim: 

Storage:  Paper  Files  in  file  folders  and  plastic  ring  bound  publica¬ 
tions. 

Retrievability:  Filed  by  calendar  year  in  chronological  order. 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
roperly  screened,  cleared  and  trained.  Access  is  on  a  need-to- 
now  basis. 

Retention  and  disposal:  Have  been  maintained  since  the  Board  of 
Visitors  was  formed  in  1969.  Will  be  retained  for  historical  pur¬ 
poses. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  /^ncy,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  aceem  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  rroords  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military  ' 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numlwr  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

CoDtcstiiig  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individual/s,  Defense  Intelligence 
School  and  Office  of  Employment  as  well  as  academic  institution. 
Systems  exempted  from  certain  proviskMis  of  the  act:  None 
L  DIA  0108/01 

System  name:  108/1  Health,  Welfare  and  Charities 
System  location:  Maintained  in  Support  Branch  (DS-2C), 
Dirrctorate  for  Support,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  DIA  Person¬ 
nel  who  donate  blood. 

Categories  of  records  in  the  system:  Cards  of  blood  donors  contain 
personal  data. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI0S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Roudne  uses  of  records  nudutained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposm  of  such  uses:  Keep  record  of  bl(^ 
donations  and  notification  to  individuals  to  donate  blood. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stors^:  Paper  cards  stored  in  file  in  file  cabinet. 


Retrievability:  Filed  alphabetically  by  last  name. 

Safeguards:  C^ards  stored  in  box  in  cabinet  and  access  is  con¬ 
trolled  by  security  guards. 

Retention  and  disposal:  Card  is  destroyed  when  individual  departs 
DIA. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  pl^  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasoimbly  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  a^  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  invedved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Cootesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
I>efense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories;  Applicant  for  blood  donor  program. 

Systems  exempted  from  certain  proviskNis  of  the  act:  None 
L  DU  0108/02 

System  name:  108/2  Health,  Welfare  and  Recreation 

System  locatkm:  Directorate  for  Support,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuab  covered  by  the  system:  All  employees 

Categories  of  records  in  the  system:  Listings  of  employees  for 
various  services,  including  blood  program,  welfare  and  recreation 
sponsored  immunizations,  parties,  and  other  recreation  programs. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintaiaed  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  supervisory  and 
management  personnel  with  copies  of  employee  actions  and  history 
of  their  personnel  as  relates  to  the  Health,  Welfare  and  Recreation 
Program  for  management  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  storage  in  file  folders 

Retrievability:  By  employee  name 

Safegnards:  Information  is  stored  in  locked  file  cabinet  in  area 
controlled  by  guards. 

Retention  and  disposal:  Maintained  for  one  year,  then  destroyed 

System  managerfs)  and  address:  Records  Mana^ment  Officer, 
Derense  Intelligence  Agency,  Washington,  D.C.  20301 


FEDERAL  REGISTER,  VOL.  42,  NO.  IRS — WEDNESDAY,  SEPTEMBER  28,  1977 


PRIVACY  ACT  ISSUANCES 


51133 


Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency.  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual's  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  c^tained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Branch  and  section  pay  clerks.  Health, 
Welfare,  and  Recreation  fund,  personnel  records,  letters,  memoran¬ 
da. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0116 

System  name:  1 16  Telephone  Records 
System  location:  Maintained  in  Support  Branch  (DS-2C), 
Dirrotorate  for  Support,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  DIA  personnel 
Categories  of  records  in  the  system:  DD  Form  218,  Telephone 
Directory,  Alphabetical  section  change  order 
Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1%1,  Deflation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routiac  uses  fif  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Keep  record  of 
telephone  changes  on  individual  for  research  and  verification. 

Policies  and  practices  for  storing,  retrieving,  accesring,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  folders 
Retiievability:  Manual  search  by  name 

Safeguards:  Stored  in  locked  containers  and  access  controlled  by 
security  guards 

Retention  and  disposal:  Destroyed  after  6  months 
System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  dietermine  if  the 
DIA  MS  a  record. 


Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  accen  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  sho^d  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individual  Application 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0121 

System  name:  121  Locator  Service/Postal  Directory 

System  location:  Maintained  in  Support  Branch  (DS-2C)  during 
duty  hours  and  by  DIA  Duty  Officer  after  normal  duty  hours. 
Directorate  mail  rooms  in  DIA. 

Categories  of  individuals  covered  by  the  system:  All  DIA  personnel 
and  DIA  on-site  contractors 

Categories  of  records  in  the  system:  DIA  Form  2  personnel  locator 
card 

Documents  utilized  in  maintaining  a  locator  system  to  facilitate 
delivery  of  mail  to  individuals  such  as  locator  cards  and  faculty  and 
student  rosters. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  duty  and  home 
locator  information,  type  of  facility  badge,  passport  and  parking 
permit  information  to  ^  inquirers.  Unlisted  home  phone  numbers 
are  not  furnished  to  inquirers,  but  are  used  by  Support  Branch  for 
emergency  contact. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  Rotary  file  cabinet 

Index  cards  in  card  catalogue  file. 

Retrievability:  By  last  name  of  individual 

Safeguanls:  Filed  in  cabinet  and  access  is  limited  to  authorized 
personnel  and  controlled  by  building  security  guard 

Retcnthm  and  disposal:  Records  destroyed  2  years  after  individual 
departs  DIA 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Wasl^ton,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 


FEDERAL  REGISTER,  VOL.  42,  NO.  188 — WEDNESDAY,  SEPTEMBER  28,  1977 


51134 


DEPARTMENT  OF  DEFENSE 


Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagonc  Washington.  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Remiest  should  state  that 
whatever  cost  is  involved  is  acceptaole  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  inthvidual's  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  StT  (PA  1974),  Washington. 
D.C.  20301. 

Record  source  categories:  Individual  upon  assignment  to  Defense 
Intelligence  Agency. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0127 

System  name:  127  Graphic  Arts  Management  System  (GAMS) 

System  location:  System  maintained  by  Information  Systems  Of¬ 
fice  and  Publishing  &  Graphics  Branch  Production  Controllers  and 
Section  supervisors. 

Categories  of  individuals  covered  by  the  ^stem:  All  employees  of 
the  Publishing  &  Graphics  Branch  and  Sections 

Categories  of  records  in  the  system:  Production  Assignment  and 
(TontroT  record  that  includes  Project  Identification,  Short  Title,  Of¬ 
fice  of  Primary  Interest,  Classification.  Country  Code,  Tasked  ele¬ 
ment,  Receipt  Date,  Completion  Date,  Estimated  Completion  Man¬ 
hours,  Number  and  Type  of  output.  Contractor  Cost  and  Individual 
Manhours  applied  to  products,  leave  or  administrative  functions  by 
employee  identification. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  cate^ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  determine 
production  workloads,  schedules,  progress  and  costs  by  Branch 
production  controllers  and  supervisors.  Additionally,  supervisors 
can  use  system  to  maintain  employee  manhour  expenditures. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  magnetic  tapes  and  computer  paper  printouts. 

Retrievability:  Project  Identification,  Short  Title  or  Individual 
Identifier 

Safeguards:  Information  is  stored  in  locked  file  cabinets  and  in 
areas  controlled  by  guards 

Retention  and  disposal:  Maintained  one  year  after  completion  of 
project,  then  destroyed 

System  maiuiger(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington.  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  nas  a  record. 


Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington.  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Publishing  &  Graphics  Branch  Produc¬ 
tion  Controllers,  supervisors  and  employees 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
L  DU  0136 

System  name:  136  Movement  of  Personnel/Travel 

System  location:  Directorates  and  Major  Staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  DU  travellers 
and  those  individuals  invited  by  DIA  to  travel. 

Categories  of  records  in  the  system:  Files  contain  DD  1610, 
Request  and  Authorizations  for  TDY  travel  of  DoD  personnel,  re¬ 
lated  correspondence,  copy  of  Standard  Form  1169,  US  Govt. 
Transportation  Request  if  applicable,  copy  of  orders,  vouchers, 
DU  Form  lOS,  Request  for  attendance  at  meetings  of  Technical, 
Scientific,  Professional  or  other  organizations;  and  SF  1164. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Keep  record  of  person¬ 
nel  traveling  for  verification  and  research. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Manual  search  by  name. 

Safeguards:  Building  employs  security  guards.  Records  stored  in 
area  accessible  only  to  authorized  personnel  properly  trained. 

Retention  and  disposal:  Destroy  after  1  year. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency.  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  fuU  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 
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For  Mrsonal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  follow^:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D  C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information; 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numl^r  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  persoiTs  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN;  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Application  and  related  forms  from  in¬ 
dividuals  requesting  travel  authorization,  official  orders  for  TDY. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DU  0137 

System  name:  137  Transportation  Officers  lists 

System  location:  Maintained  in  Support  Branch,  Directorate  for 
Support,  Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Individuals  ap¬ 
pointed  as  transportation  officers  and  alternates. 

Categories  of  records  in  the  system:  Lists  of  covered  personnel 
and  related  correspondence 

Authority  tor  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  aind  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S()6(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Roudue  uses  of  records  maintained  in  the  system,  iucluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  verify  appointment  of 
covered  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Manual  search  by  name 

Safeguards:  Building  employs  security  guards.  Records  stored  in 
area  accessible  only  to  authorized  personnel. 

Retcudon  and  disposal:  Destroy  when  no  longer  required 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN;  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  US  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  Mrsonal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  follow^:  Full  name,  date  and  pla^  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 


Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  inmvidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contestiiw  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Appointment  orders. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0138 

System  name:  138  Local  Transportation  Records 
System  location:  Directorates  and  Major  Staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 
Categories  of  individuals  covered  by  the  system:  All  DIA  personnel 
traveling  via  Government  aircraft/ground  transportation 
Categories  of  records  in  the  system:  Copies  of  requests  by  person¬ 
nel  ai^  related  correspondence  and  receipts  for  bus  tokens. 
Vouchers  for  travel. 

Authority  tor  maintenance  of  the  system:  Department  of  Defense 
Directive  3105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  purposes  and  for 
verification  and  research 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  filed  in  file  folders 
RetrievabURy:  Manual  research  by  name 

Safeguards:  Building  employs  security  guards.  Records  stored  in 
area  accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Destroyed  when  no  longer  required 
System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record.  ^ 

Reqitesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  follow^;  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  aceem  procedures:  Individuals  desiring  access  to  records 
should  write  to  me  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  i4  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  tiie  individual’s  record  in  the  accompany¬ 
ing  person's  presence. 


FEDERAL  REGISTER,  VOL.  42,  NO.  1 88— WEDNESDAY,  SEPTEMBER  28,  1977 


51136 


PRIVACY  ACT  ISSUANCES 


CooteatiiM  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1S>74),  Washington, 
D  C.  20301. 

Record  source  categories:  Applicant  letters  or  orders  directing 
travel. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0139 

System  name:  1 39  Vehicle  Parking 
System  location:  Maintained  in  Support  Branch,  Directorate  for 
Support,  Defense  Intelligence  Agency,  Washington,  D.C.  20301, 
Duplicate  files  in  Major  Staff  elements. 

Categories  of  individuals  covered  by  the  system:  All  DIA  Person¬ 
nel  requiring  vehicle  parking 

Categories  of  records  in  the  system:  File  contains  individual's  ap¬ 
plication  for  parking  and  related  correspondence 
Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Verification  of  parking 
authorization,  research  and  reference 
Polioes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  cabinet 
Retrievability:  Alphabetically  by  name 
.  Safeguards:  Building  employs  security  guards.  Records  stored  in 
area  accessible  only  to  authorized  personnel 
Retention  and  disposal:  Destroyed  upon  departure  of  individual 
from  DIA 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
anti  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  liirtit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  personas  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Applicant 

Systems  exempted  from  certain  proviskms  of  the  act:  None 


L  DU  0140 

System  name:  140  Passports  and  Visas 

System  location:  Maintained  in  Support  Branch,  Directorate  for 
Support,  Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  DIA  personnel 
requiring  passports. 

Categories  of  records  in  the  system:  File  contains  passports  and 
related  correspondence. 

Authority  for  nuiintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  safekeep  passports 
until  needed  for  travel  and  obtain  necessary  visas.  Notify  in¬ 
dividuals  to  reapply  when  passport  expires. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  cabinet. 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Building  employs  security  guard.  Records  stored  in 
area  accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Return  to  Dept  of  State  upon  departure  of 
individual  from  DIA. 

System  niaiuiger(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  fuU  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numl^r  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SCT  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individual  applicant  State  Dept.  Pass¬ 
port  Office 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0145 

System  name:  145  Individual  Identification  Records 

System  location:  Defense  Intelligence  Agency,  Counterintelligence 
and  Security  Division,  (DS-6),  Support  Branch  (DS-2C),  Pentagon, 
Washington,  D.C.  20301 

Office  of  the  Secretary,  Defense  Intelligence  Agency  (DIA) 
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Categories  of  iodividiiak  covered  by  the  sy^m:  Documents  relat¬ 
ing  to  the  request,  authorization,  issue,  receipt,  surrender,  and  ac¬ 
countability  records  pertaining  to  identification  badges  for  all  per¬ 
sonnel  authorized  access  to  Defense  Intelligence  Agency  security 
areas. 

Categories  of  records  in  the  system:  File  contains  individual’s 
name,  social  security  account  number,  physical  description,  photo¬ 
graph,  and  clearance  certification. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5103.21,  dated  August  I,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  control  issuance 
and  surrendering  of  Defense  Intelligence  Agency  Security  Badges, 
for  record  and  verification. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Vertical  file  cards  and  paper  records  in  file  folders. 

Retrievability:  Alphabetically  by  last  name  of  individual 

Safeguards:  Building  employs  security  guards.  Files  are  main¬ 
tained  in  area  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  and  trained.  After  duty  hours  the  files 
are  maintained  in  a  locked  room. 

Retention  and  disposal:  Files  are  retained  one  year  after  the  in¬ 
dividual  no  longer  requires  the  badge  and  are  then  destroyed  by 
burning. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN;  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat.  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN;  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  foUowing  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  personas  presence. 

Cootesdng  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  retained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  aourcc  categories:  Information  is  furnished  by  the  in- 
divklual  or  by  the  individual’s  security  officer. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
L  DU  0209 

System  name:  209  Legal  Opinions  and  Related  Documentation 

System  locathNU  Office  of  the  General  Counsel,  Defense  Intel¬ 
ligence  Agency,  The  Pentagon,  Washington,  D.C.  20301 


Categories  of  individuals  covered  by  the  system:  Files  involving 
legal  matters  on  individuals. 

Categories  of  records  in  the  sy^m:  Any  correspondence  or  legal 
documentation  relating  to  the  individual. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI0S.21,  dated  August  I,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Srotion  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  General  Counsel  -  Legal 
purposes. 

Policies  and  practices  for  storing,  retrieving,  accesring,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Name. 

Safeguards:  Records  are  maintained  in  safes  accessible  only  to 
authorized  personnel. 

Retention  and  disposal:  Records  are  permanent.  They  are  retired 
to  the  Washington  National  Records  Center  1  year  after  file 
becomes  inactive. 

System  manager(s)  and  addreas:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defen.se  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence.  , 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washii^ton, 
D.C.  20301. 

Record  source  categories:  Other  offices  within  the  Defense  Intel¬ 
ligence  .Agency  and  the  Department  of  Defense. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0230 

System  name:  230  Organization  Planning  and  Manpower 

System  location:  Major  Staff  elements.  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  emfdoyees 
(civilian  and  military)  of  the  Division. 

Categories  of  records  in  the  system:  JTDRN,  Manpower  Reduc¬ 
tion  memos,  reports,  JCS  Surveys 

Organizational  and  functional  charts,  personnel  charts  indicating 
grades  and  ratings,  manning  documents  reflecting  the  allotment 
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PRIVACY  ACT  ISSUANCES 


(increase  or  decrease)  of  personnel  spaces  in  the  Agency,  with  re¬ 
lated  documents. 

Aathorky  lor  nudntenancc  of  the  system:  Departmnt  of  Defense 
Directive  5I0S.21,  dated  August  1,  1%1,  Delegation  12.  Develop. 
estaWsh,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Srotion  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  or  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Roatlac  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  the  location, 
grade,  job  series  num^r,  title,  service,  arrival  and  departure  dates, 
stren^  figures  (actual  and  authorized)  on  division  personnel  to 
inanage  personnel  matters. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 
Retrievability:  Employee  name  or  JDTRN  number 
Safeguards:  Information  is  stored  in  locked  file  cabinets  in  areas 
to  which  access  is  controlled  by  guards.  Information  is  accessible 
only  to  authorized  personnel  that  are  properly  screened,  cleared 
and  trained. 

Retentioa  and  disposal:  Destroyed  when  no  longer  needed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
pc^ons  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authonzing  discussion  of  the  in^vidual's  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  AgeiKy’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  sonree  categories:  Comptroller  manpower  records  and  per- 
sotmel  office  records. 

Systems  exempted  from  certain  provisions  of  the  act:  Norte 
L  DIA  0241 

System  name:  241  Administrative  Publications 
System  location:  Resources  and  Management  Division, 
Dir^torate  for  Support,  Defense  Intelligence  Agency,  Washington. 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Personnel  em¬ 
ployed  by  the  Defense  Intelligence  Agency 
Categories  of  records  in  the  system:  DIA  Weekly  Information  Bul¬ 
letin.  Contains  information  regarding  personnel  promotions,  and 
special  awards. 


Authority  (or  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Station  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  purposes.  Cir¬ 
culated  within  the  division.  Used  for  general  dissemination  of  infor¬ 
mation  which  is  of  interest  to  employees  of  DIA. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  Chronologically 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  They  are  secured  in  locked 
combination  safes. 

Retention  and  disposal:  Temporary.  Destroyed  after  one  year. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

ReqiKSters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  ^e  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Coateating  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  cotreemed  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  is  obtained  from  memoran¬ 
dums  furnished  by  various  directorates  in  DIA. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
L  DIA  0271 

System  name:  271  Investigations 

System  locatkm:  Inspector  (jeneral’s  Office,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  individuals  covered  by  the  system:  Civilian  and  mili¬ 
tary  personnel  employed  by  the  Defense  Intelligence  Agency  inter¬ 
viewed  by  the  Inspector  General  in  the  course  of  making  a  formal 
investigation. 

Categories  of  records  in  the  system:  Documents  relating  to  in¬ 
vestigations  conducted  by  personnel  of  the  Inspector  Genera’s  Of^. 
fice. 

Authority  (or  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  sind  continuing  Records  Manage- 
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ment  Prognun,  punuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  ol  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  developed 
during  an  investigation  is  used  as  a  basis  for  recommendation  for 
action  to  the  command  element. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Information  filed  under  the  individual’s  name. 
Safeguards:  Records  are  maintained  in  safes  in  area  accessible 
only  to  authorized  personnel. 

Retention  and  disposal:  Two  years  after  transfer  of  military  per¬ 
sonnel  and  for  the  term  of  employment  for  civilian  personnel.  Alter 
these  times,  the  records  will  be  retired  to  the  Washington  National 
Records  Center. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washmglon,  D  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  Ae  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  bf  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  personas  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individuals  interviewed  in  connection 
vrith  an  investigation. 

Systems  exempted  from  certain  provisions  of  the  act:  Restricted  to 
authorized  personnel  by  DIA  Directive  due  to  confidential  nature 
of  the  investigation.  Individual  outside  the  authorized  personnel 
may  have  acess  to  his  or  her  individual  statement  of  the  investiga¬ 
tion  but  not  to  the  overall  file. 

L  DIA  0272 

System  name:  272  Complaints 

System  location:  Inspector  General’s  Office,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Civilian  and  mili¬ 
tary  personnel  employed  by  Defense  Intelligence  Agency  who  have 
made  a  complaint  to  the  Inspector  General  or  who  have  been  inter¬ 
viewed  during  the  inquiry  into  a  complaint. 

Categories  of  records  in  the  system:  Documents  and  records  accu¬ 
mulated  during  the  processing  of  complaints  made  by  or  about  an 
employee  of  DIA,  not  requiring  a  formal  investigation. 


Authority  tor  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Swtion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and.3I02 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  developed 
as  a  result  of  int^uiries  into  complaints  is  used  as  a  basis  for  cor¬ 
recting  the  condition  which  caused  the  complaint  as  well  as  furnish¬ 
ing  information  upon  which  a  reply  is  made  to  the  person  register¬ 
ing  the  complaint. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folder 

Retrievability:  Information  filed  under  the  individual’s  name  mak¬ 
ing  the  complmnt. 

Safeguards:  Records  are  maintained  in  safes  in  area  accessible 
only  to  authorized  personnel. 

Retention  and  disposal:  Two  years  after  transfer  of  military  per¬ 
sonnel  and  upon  termination  of  employment  of  civilian  personnel. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direbt  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rales  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individuals  interviewed  in  connection 
with  the  inquiry  into  complaints. 

Systems  exempted  from  certain  provisions  of  the  act:  Restricted  to 
authorized  personnel  by  DIA  Directive  due  to  confidential  nature 
of  investigation.  Individual  outside  the  authorized  personnel  may 
have  access  to  his  or  her  individual  statement  of  the  inquiry  but  not 
to  the  overall  file. 

L  DU  0285 

System  name:  285  Director’s  Correspondence  File. 

System  location:  Office  of  the  Secretary,  Elefense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Military  and 
civilian  employees  of  DIA. 

Categories  of  records  in  the  system:  Duplicate  copies  of  cor¬ 
respondence  on  DIA  employees. 
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PRIVACY  ACT  ISSUANCES 


AadMritT  for  Miatenaacc  of  tiM  syUcni:  Department  of  Defense 
Directive  S10S.21;  dated  August  1.  1961,  Delation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Srction  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  oof  an  agency. 

Roatiac  uaes  of  records  maintaiiKd  in  the  system,  including  catego¬ 
ries  of  asers  and  the  purposes  of  such  uses:  File  maintained  of  all 
correspondence  signed  by  members  of  the  Command  Element 
(Director,  Deputy  Director,  Chief  of  Staff)  of  DIA.* 

Polidet  and  practkes  for  storing,  retrieving,  acccssiiig,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  for  period  of  three  years  by  Secretary,  DIA; 
then  retired  to  WNRC  as  a  permanent  file. 

Rctrievability:  By  date  required;  otherwise,  manual  page-by-page 
search  required. 

Safeguards:  Personnel  in  immediate  office  of  the  Secretary,  DIA, 
have  access  to  Director’s  Correspondence  File;  locked  in  safe  after 
regular  work  hours. 

Retention  and  disposal:  Permanently. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washi^ton,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  accem  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  . con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numlxr  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authoifizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  retained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Correspondence  is  prepared  by  all  ele¬ 
ments  of  DIA. 

Systems  esemptod  from  certain  provisions  of  the  act:  None 
L  DU  0330 

System  name:  330  Civilian  Payrcril/Eamings  and  Leave  Statements 

Sy^cm  locatioa:  Directorates  and  Major  Staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  iadividnals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  DIA. 

Categories  of  records  in  the  system:  Records  include  time  and  at¬ 
tendance;  pay  and  payroll;  leave;  income  withholding  tax;  FICA 
tax;  Civil  Service  retirement  contributions;  life  and/or  health  in¬ 
surance;  savings  bond  deductions;  special  payments  and  claims; 
unemployment  compensation;  miscell^eous  deductions  and  collec¬ 
tions;  and  related  data. 


Authority  for  audatenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  records  oa 
employees  attendance  at  work  for  official  pay  and  leave  purposes. 
Schedule  leave  for  employees  to  insure  reasonable  absences  with 
permission  for  proper  functioning  of  the  office. 

Branch  Chief,  supervisors,  individuals  concerned  and 
timekeepers  may  review  to  determine  leave  status,  income  tax 
withheld,  FICA  tax,  retirement  contributions,  life  and/or  health  in¬ 
surance,  savings  bond  deductions,  special  payment  and  claims, 
overtime  work^,  miscellaneous  deductions  ai^  related  data 

PoHda  and  praetka  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  By  employee  name 

Safeguards:  Information  stored  in  locked  cabinets  in  area  con¬ 
trolled  by  guards 

Retentkm  and  disposal:  Maintained  one  year  and  destroyed. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  wiU  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Eiefense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Wash^ton,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  ^e  Defense  Intelligence  AgetKy,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  nante,  middle  name  or  initial,  sunuune, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Conteating  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  titay  be  retained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  U.S.  Army  Military  District  of  Washing¬ 
ton,  Finance  and  Accounting  Office,  ATTN:  ANFINW-D,  For- 
restal  Building,  Washington,  D.C. 

Systems  exempted  from  certain  prorishms  of  the  act:  None 
L  DIA  0400 

System  name:  400  Production  Control  System 

System  location:  Defense  Intelligence  A^ncy,  Directorate  for  In¬ 
formation  Systems,  Administrative  Division,  Washington,  D.C. 
20301 

Categories  of  individuals  covered  by  the  system:  All  Military  and 
Civilian  Records  Directorate  for  Information  Systems  Personnel 

Categorim  of  records  in  the  system:  File  consists  of  the  following 
category  listings:  Master  File,  Projected  Departure,  Telephone 
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Directory  ^Alphabetic),  Telephone  Director  (Division  Sort),  Pro¬ 
grammer  List  (Alphabetic),  and  Programmer  List  (Numeric). 

Aathorlty  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  imd  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routiae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Any  personnel  action  not 
listed  or  covered  by  Record-Category  section  of  this  report. 

To  know  location  of  all  Directorates  for  Information  Systems 
personnel 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  portion  is  stored  in  computer  banks  in 
Systems  Operations  Division,  Directorate  for  Information  Systems 
at  B  Buil^g,  Arlington  Hall  Station.  One  complete  copy  is 
produced  and  stored  in  a  safe  by  the  Administrative  Division, 
Directorate  for  Information  Systems.  A  copy  of  the  Programmer 
List  is  produced  for  Systems  Operations  Division.  A  telephone  list¬ 
ing  is  produced  for  personnel  in  the  Directorate  for  Information 
Systems,  the  Administrative  Division,  the  Systems  Management 
Division,  the  Field  Systems  Division,  the  Advanced  Systems  Divi¬ 
sion,  the  Applied  Systems  Division,  the  Systems  Operations  Divi¬ 
sion  and  the  Systems  Security  Division.  Manual  portion  stored  in 
safes. 

Retrievability:  A  request  has  been  made  of  Systems  Operations 
Division,  Directorate  for  Information  Systems,  to  make  a  monthly 
nm  for  the  Administrative  Division.  Category  listings  that  may  be 
withdrawn  from  the  Computer  Banks  are  the  Master  File,  the  Pro¬ 
jected  Departure,  Telephone  Directory  (Alphabetical),  Telephone 
Directory  (Division  Sort),  Programmer  Numt^rs  (Alphabetical),  and 
Programmer  Numbers  (Numeric).  Manual. 

Safeguards:  Documents/computer  banks  are  located  on  a  guarded 
military  post  in  a  building  guarded  by  a  civilian  guard  force  24 
hours  a  day.  This  building  has  a  fence  with  barbed  wire  around  its 
perimeter.  In  addition,  access  is  limited  by  the  Administrative  Divi¬ 
sion  Chief  on  a  strict  need-to-know  on  all  personnel  actions. 

Rctentkm  and  disposal:  Information  is  deleted  from  this  file  when 
personnel  depart  the  Directorate  for  Information  Systems,  Defense 
Intelligence  Agency. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Wash^ton,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  persotud  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  accem  procedures:  Individuals  desiring  access  to  records 
shoukl  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  uniting.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identiHcation  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  persoirs  presence. 


Coutcatiim  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  emtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individual 

Milit^  Personnel,  Defense  Intelligence  Agency 

Civilian  Personnel,  Defense  Intelligence  Agency 

Systems  exempted  from  certain  provisioDs  of  the  act:  None 
L  DIA  0413 

System  name:  413  Service  Record  Card  (SF-7)  File 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel  dlareer  Development  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  former  Agen¬ 
cy  civiUan  employees 

Categories  of  records  in  the  system:  Brief  extract  of  official  per¬ 
sonnel  actions,  employee  status  and  service. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  .dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Verification  of  employ¬ 
ment  with  the  Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  card  box 

Retrievability:  Filed  alphabetically. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  filing  cabinets  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  nianager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  accem  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  AgetKy,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain^  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numlwr  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  invrrfved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  persotrs  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 
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PRIVACY  ACT  ISSUANCES 


Record  MMircc  categories:  Official  personnel  or  management 
records 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
L  DU  0414 

System  name:  414  Supervisor's  Records  of  Employees 

System  location:  Decentralized  segments  -  each  first  line  super¬ 
visor  in  Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Each  civilian. 

Calories  of  records  in  the  system:  Form  contains  employee 
identification,  records  of  positions  held,  pay  rate,  emergency  ad¬ 
dress,  notations  of  discussions,  social  security  number,  dates  of 
employment,  personnel  actions,  training,  evaluations,  promotions 
and  other  related  data. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI0S.2I,  dated.  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  SO^)  of  me 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Immediate  supervisor  of 
each  individual,  records  employment  progression  and  assists  in 
management  of  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  file  folder. 

Retrievability:  Filed  by  surname. 

Safeguards:  Agency  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Forwarded  to  Civilian  Personnel  Office 
when  employee  leaves  Agency. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN;  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  Uie  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military , 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numl^r  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the- in^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesdiw  record  procedures:  The  Agency’s  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the '  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  furnished  by  civilian  per¬ 
sonnel  forms,  entered  by  supervisors,  provided  by  the  Security  Of¬ 
fice,  or  other  Federal  agencies.  Provided  by  finance  office. 

Systems  exempted  from  certain  provishHis  of  the  act:  None 


L  DU  0416 

System  name:  416  Civilian  Personnel  Administrative  Records 

System  location:  Offices  of  DU,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  Civilian  em¬ 
ployees 

Categories  of  records  in  the  system:  SF  52  Request  for  Personnel 
Actions;  DIA  50  Notice  of  Personnel  Action;  DIA  673  Enmloyee 
Career  Appraisal;  DIA  257  Notice  of  Completion  of  Trial  Period; 
DIA  350  Reconunendation  for  Performance  Rating;  Letters  of  Ap¬ 
preciation;  DIA  2515  Payroll  Change  Slip;  DIA  300  Position 
Description;  Employee  Notification  Under  Fair  Labor  Standards 
Amendments  (FLSA)  of  1974;  DD  1654  Request  and  Authorization 
for  DoD  Civilian  Permanent  Duty  Travel;  Accomplishment  of 
Forms  Memo;  DIA  309  Supervisor’s  Record  of  Employee;  DD  1610 
Request  &  Authorization  for  TDY  of  DoD  Personnel;  Letter  Or¬ 
ders;  SF  161  Executive  Inventory  Records;  Notice  of  Change  of 
Health  Benefits  Enrollment;  DU  22  Security  Agreement;  Position 
Abolishment,  Offer  of  Reassignment;  Updating  of  BI  Memo;  790 
Mass  Change;  DIA  185  Incoming  Clearance  Check  List  for  Civilian 
&  Military  Personnel;  Accomplishment  of  Forms;  SA  4A  Assign¬ 
ment  of  Enlisted  Personnel;  SF  171  Personal  (Qualification  State¬ 
ment;  CSC  680  U.S.  CSC  Certificate  of  Proficiency;  SF  2801 A  Ap¬ 
plication  for  Total  Disability  Retirement;  Request  for  Advance  Sick 
Leave;  Notice  of  Reduction-in-Force  Memo;  DIA  350  Recommen¬ 
dation  for  Performance  Recognition;  Entitlement  to  5  Point  Veteran 
Preference  Under  PL  89  358;  Request  for  Maternity  Leave;  Medi¬ 
cal  Statements  pertaining  to  sick  or  maternity  leave;  Application  for 
Leave;  Outgoing  Clearance  Check  List  for  Civilian  Personnel; 
Request  for  SI/SAO  Clearance;  DD  1155  Order  for  Services,  Spe¬ 
cial  Training;  U.S.  Dept  of  Agriculture  Graduate  School,  Informa¬ 
tion  Records;  Exercise  of  Reemployment  Rights  &  Extension  of 
Return  Claim  for  Compensation;  DA  750  Record  of  Training;  Infor¬ 
mation  File  Questionnaire,  Request  for  Debriefing;  DIA  22  DIA 
Secrecy  Agreement;  DIA  840  Assignment  &  Travel  Restriction;  SF 
1164  Claim  for  Reimbursement  for  Expenditures  on  Official  Busi¬ 
ness;  Letters  of  Recommendation;  SF  57  Application  for  Federal 
Employment;  Specimen  Signatures  for  COSMIC,  NATO,  SEATO 
and  CENTO  Material;  JCS  8  Request  for  JCS  Temporap'  Pass;  DA 
1727  Application,  Change,  Cancellation  for  U.S.  Savings  Bonds, 
Off-Duty  Employment  Form,  Billet  Realignment  Memo;  Earnings 
and  Leave  Statement;  Biographical  sketch. 

Authority  tor  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  I%I,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.SXZ.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained 
for  administrative  processing  of  civilian  personnel  actions. 

For  use  in  order  to  have  a  record  of  requests  for  personnel  ac¬ 
tion  on  employees.  Used  for  follow-up  with  Personnel  Office;  used 
for  employee  resignations;  used  to  request  Personnel  Office  to  take 
recruit  action  to  fill  vacant  positions.  Review  to  determine  leave 
taken,  leave  balance,  bonds  purchased,  overtime  worked  pay  and 
deductions  from  pay.  Furnishes  a  basis  for  planning  and  controlling 
work  assigiunents,  accounting  for  time  expenditure,  and  improving 
personnel  production. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  By  employee’s  name 

Safeguards:  Information  is  stored  in  locked  file  cabinets  in  areas 
to  which  access  is  controlled  by  guards.  Information  is  accessible 
only  to  authorized  personnel  that  are  properly  screened,  cleared 
and  trained. 

Retention  and  disposal:  Records  are  semi-permanent,  subject  to 
frequent  administrative  change,  destroyed  when  employee  leaves 
office  permanently. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  lyords 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301 . 
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Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DiA  MS  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268. 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person  s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Civilian  Personnel  Office,  PM-1,  forms 
for  requests,  approvals,  change  in  status,  correspondence,  board 
action,  administrative  notifications. 

Position  description  developed  by  first  line  supervikor.  Employee 
Career  Appraisal  developed  by  first  line  supervisor.  Awards 
developed  from  within  and  outside  the  Agency,  as  appropriate. 

U.S.  Army  Finance  Office,  timekeeper 

Systems  exempted  from  certain  provWons  of  the  act:  None 
L  DU  04a)/01 

System  name:  420/1  Defense  Special  Career  Automated  System 

System  locatioa:  Resources  and  Management  Division, 
UrKtorate  for  Support.  Defense  Intelligence  Agency,  Washington, 
D.C.  20301 

Civilian  Personnel  Division,  Deputy  Director  for  Personnel, 
Career  Development,  and  Training,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301 

Categories  of  individuais  covered  by  the  system:  Ail  DU  civilian 
employees  who  have  established  individual  development  plans,  sub¬ 
mitted  career  appraisal  forms,  or  corresponded  with  the  Personnel 
Office. 

Categories  of  records  in  the  system:  Correspondence  form  em¬ 
ployees  regarding  training,  individual  development  plans,  career  ap¬ 
praisals,  and  other  materials  directly  related  to  individual  training 
and  development. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  officials  deter¬ 
mine  immediate  training  objectives  and  longterm  career  goals  for 
individual  employees;  determine  past  traimng  objectives;  provide 
other  information  on  individuals  directly  related  to  their  training 
and  development. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Ston^:  Paper  records  in  file  folders 

RetrievahiUty:  Filed  alphabetically. 

Safeguards:  Buildings  have  security  guards.  Records  are  main¬ 
tained  in  locked  file  cabinet  in  training  office. 


Retention  and  disposai:  Records  are  retained  only  for  present  em¬ 
ployees.  Purge  and  destruction  of  records  for  past  employees  is 
conducted  periodically. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  r^ords 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  MS  a  record. 

Requesters  may  visit  initiaUy  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  accc»  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasoMbly  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

ReasoMble  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of, the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  cat^ories:  Training  or  career  related  information 
initiated  by  the  individual  employee  or  his  inunediate  supervisor  or 
correspon^nce  related  to  employees  training  such  as  gr^e  reports 
or  certificates  of  completion  or  memoranda  for  the  record  related 
to  individual  training  and  development 

Systems  exempted  from  certain  provMons  of  the  act:  None 
LDIA0430 

System  name:  430  Complaints/Investigations 

System  location:  Civilian  Persoimel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  or  applicant  who  has  filed  a  formal  written  EEO  complaint 

Categories  of  records  in  the  system:  File  contains  the  formal  com¬ 
plaint,  witness  statenrents,  documentation  of  investigation  and 
counseUng,  and  all  correspondence  generated  by  processing  of  the 
complain^investigation. 

Authority  for  mainterumcc  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  Augi»t  1,  1961,  Delation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Srction  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  sysim,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Director  EEO  records 
and  monitors  the  entire  complaint/investigation,  appoints  an  in¬ 
vestigation  officer. 

EEO  Investigation  Officer  records  all  findings  and  statements 
from  and  for  complainant,  witnesses,  representatives  and  officials 
in  and  outside  the  agetKy,  as  required,  to  document  the  action. 

Director  or  his  desigMted  representative-review  complaint  file 
arul  nuke  decision. 

Appeals  Review  Board,  Civfl  Service  Commission-review  com¬ 
plaint  and  make  final  decision.  . 
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PRIVACY  ACT  ISSUANCES 


Complainant  Representative-receives  copies  of  all  documentation 
for  representation  purposes. 

Complainant-receives  complete  investigative  record  and  results. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically 

Safeguards:  Buildii^  employs  security  guards.  Records  are  main¬ 
tained  in  locked  fiUng  cabinets  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  retained  in  active  file,  in  ac¬ 
cordance  with  apphcable  statute  for  seven  years  after  completion, 
then  destroyed  by  burning. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington.  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  Uie  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Statements  and  documents  for  com¬ 
plaint/investigation  support  from  witnesses,  representatives,  super¬ 
visors  and  managers,  lawyers,  doctors,  and  civil  and  federal  offi¬ 
cials. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0430/01 

System  name:  430/1  Employee  Grievances  and  Appeals 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Cat^ories  of  individuals  covered  by  the  system:  Any  formal  writ¬ 
ten  grievance  from  any  DIA  civilian  employee 

Categories  of  records  in  the  sy^m:  File  contains  the  civilian  em¬ 
ployee  grievance/appeal,  supervisor’s  endorsements  and  supporting 
material,  the  appointment  of  the  Grievance/Appeals  Examiner,  the 
{pievance/appieals  investigative  report  and  action  taken  as  residt  of 
findings. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  510S.21,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civihan  employee  and 
management  officials  of  concerned  employee  maintain  a  portion  of 
the  grievance  during  initial  processing. 

Personnel  Office  reviews  to  determine  validity  of  adjudication. 
Examines  investigation  for  completeness.  Accomplishes  actions  as 
directed. 

Grievance/Appeals  Examiners  investigates  grievance,  gathers 
supporting  data  through  review  of  regulations,  interviews  and  takes 
sworn  statements  and  recommends  action  to  be  taken. 

Deputy  Director  of  the  civilian  employee  concerned  reviews  in¬ 
vestigation  file  for  possible  resolution. 

Chief  of  Staff  -  Reviews  investigation  findings  and  reconunenda- 
tions,  and  determines  appropriate  action  to  be  t^en. 

Civilian  employee  is  furnished  a  complete  copy  of 

grievance/apped  after  completion. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  diqiosing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically 

Safeguards:  Buildii^  employs  security  guards.  Records  are  main¬ 
tained  in  locked  filing  cabinets  in  areas  accessible  only  to 
authorized  personnel  that  are  property  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  retained  in  active  file  seven 
years  after  completion,  then  destroyed. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  l&irth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  ^e  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numl^r  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Agency  management  and  personnel  offi¬ 
cials;  Grievance/ Appeals  Examiner. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0435 

System  name:  435  DIA  Awards  Files 

System  location:  Primary  System-Milit^  Personnel  Division, 
Personnel,  Career  Development  and  Training  Directorate,  Defense 
Intelli^nce  Agency.  Other  DIA  Offices. 

Retired  Segment- Washington  National  Record  Center,  (jeneral 
Services  Administration. 

Categories  of  individuals  covered  by  the  system:  Personnel  who 
are  reconunended  for  a  decoration  or  award  while  assigned  to  the 
Defense  Intelligence  Agency. 
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Catccorks  o(  records  in  the  system:  Original  recommendation, 
original  letter  order,  record  of  board  action  and  citation  when 
required. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  51  OS  .21,  dated  August  t,  1%I,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Pix^ram,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  Xhis  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofnrtanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  includii^ 
lies  of  users  and  the  purposes  of  such  uses:  Personnel  Division-To 
administratively  control  and  process  the  recommendation,  to 
prepare  award  elements  for  approved  recommendations,  to  prepare 
statistical  data  when  required,  to  maintain  board  results.  ' 

DIA  Awards  Board-To  evaluate  and  make  a  decision  regarding 
each  recommendation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievahility:  Alphabetically  by  last  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  metal  file  cabinets  that  are  locked  when  not  in  use  and  are 
accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Record  file  is  cutoff  annually,  retained 
for  one  year  and  retired  to  the  Washington  National  Record  Center. 

System  mai^er(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATfN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  chousing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  S(^  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Personnel  data  extracted  from  person¬ 
nel  records. 

Personal  account  of  the  deed  or  event  witnessed  by  the  in¬ 
dividual  originating  the  recommendation. 

Systeins  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0436 

System  name:  436  Incentive  Awards 

System  location:  Directorates  and  Major  Staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  Civilian  Per¬ 
sonnel  assigned  who  have  had  an  Incentive  Award  in  last  year. 


Categories  of  records  in  the  system:  Memo  from  Personnel,  Career 
Development,  and  Training  Directorate. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  I%t,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  managenKnt.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  m^m,  inciudii^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained 
for  administrative  processing  of  civilian  personnel  actions.  Users 
are  personnel  located  in  the  Resources  and  Management  Division 
who  have  sole  responsibility  for  preparing  all  actions  relative  to 
civilian  employees.  Information  is  not  disseminated  outside  the 
division;  however  immediate  supervisors  may  review  master  files 
for  their  employees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  Records  in  file  folders 

Retrievahility:  By  name 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  safes  in  areas  accessible  only  to  authorized  person¬ 
nel  who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary,  retain  one  year,  destroy. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
what  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  coiKemed  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Personnel,  Career  Development  and 
Training  Directorate  and  person  preparing  the  recommendation  for 
award. 

Systeins  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0436/01 

System  name:  436/1  Classified  Letters  of  Appreciation  File 

Sy^rtem  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Current  civilian 
employees  who  have  received  classifiM  letters  of  appreciation. 

Categories  of  records  in  the  system:  Correspondence  file  contain¬ 
ing  letters  of  Appreciation  and  related  documents. 
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PRIVACY  ACT  ISSUANCES 


Authority  for  maintciiaiice  of  the  system:  Department  of  Defense 
Directive  3105.21,  dated  August  I,  t%l.  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Pix^ram,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Divi¬ 
sion  -  custodian 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  paper  envelopes 
Retrievahility:  Filed  alphabetically 

Safeguards:  Security  guards  on  duty  at  building  location.  Records 
are  stored  in  a  locked  fue  cabinet. 

Retention  and  disposal:  Only  records  of  currently  employed  in¬ 
dividuals  are  maintained.  Records  concerning  separated  employees 
are  purged  at  six  month  intervals  and  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency.  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  'D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974).  Washington,  D  C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information:  ‘ 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SCT  (PA  1974),  Washington, 
D  C.  20301. 

Record  source  categories:  Management  officials  of  Federal  agen¬ 
cies  and  other  activities  initiating  the  letters. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0440 

System  name:  440  Requests  for  Reassignment 
System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development,  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  DIA  em¬ 
ployees  who  have  requested  reassignment  to  another  element 
within  the  Agency. 

Categories  of  records  in  the  s^em:  Requests  for  reassignment 
submitted  by  DIA  employees  with  recommendations/indorsements 
by  management  and  personnel  officials. 

Autlmrity  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establisK,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  50^)  of  the 


Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Employees  of  the  per¬ 
sonnel  office  use  this  file  as  a  staffing  source  by  relating  the 
qualificationsand  interests  of  employees  to  existing  vacancies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retri^vability:  Filed  alphabetically 

Safeguards:  Files  are  maintained  in  areas  accessible  only  to  em¬ 
ployees  of  the  Personnel  Office  and  are  kept  in  cabinets  locked 
with  combination  locks.  The  Civilian  Personnel  Division  is  located 
in  a  building  with  security  guqrds  on  duty  24  hours  a  day. 

Retention  and  disposal:  Requests  are  retained  active  for  6  months 
and  then  destroyed. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Management  and  personnel  officials. 

Systems  exempted  from  certain  provisions  of  the  act:  None 

'  L  DIA  0440/01 

System  name:  440/1  Qualifications,  Placements  and  Promotions 

System  location:  Directorate  for  Support,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Entry  Level 
Professional,  Clerical  Pool,  Overages,  Stenos  within  the  Support 
Directorate 

Categories  of  records  in  the  system:  Plain  bond  paper  listing  in 
each  category. 

Personnel  action  requests  for  placement  and  promotions,  merit 
selection  certificates  by  number 

Authority  for  nuiintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Pre^ram,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
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entitled  Establishment  uf  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  a  record  on 
pending  reouests  ana  actions  and  avoid  duplicate  requests  or  dupli¬ 
cation  of  effort. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  By  employee  name 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  safes  in  areas  accessible  only  to  authorized  person¬ 
nel  who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary,  destroy  when  no  longer 
needed. 

^stem  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN;  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in 'writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN;  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Personnel,  Career  Development  and 
Training  Directorate. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0442 

System  name:  442  Applicants  for  employment 

System  location:  Civilian  Personnel  Division,  Deputy  Director  for 
Personnel,  Career  Development,  and  Training,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  job  applicants 
being  considered  for  possible  employment  in  DIA. 

Categories  of  records  in  the  system:  Contains  one  or  more  of  the 
following:  individuals  application/resume  for  employment;  applica¬ 
tion  control  card;  academic  transcripts;  employment  inquiries; 
character  reference  inquiries;  employment  verifications;  personal 
interview  record;  typing,  stenography  and/or  language  proficiency 
test  scores;  security  nomination  and  determination;  and  related  cor¬ 
respondence  pertaining  to  the  preceding. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.2I,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 


entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintafn^  in  the  system,  includl^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Personnel, 
Security,  manac^ment  officials  of  the  Agency  to  determine  appli¬ 
cant’s  total  qualifications  for  possible  appointment  in  DIA.  Used  by 
Personnel  Office  to  establish  the  initial  employee  file. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically. 

Safeguards:  Files  are  maintained  in  areas  accessible  only  to  em¬ 
ployees  of  the  Personnel  Office  and  are  kept  in  cabinets  locked 
with  combination  locks.  The  Civilian  Personnel  Division  is  located 
in  a  building  with  security  guards  on  duty  24  hours  a  day. 

Retention  and  disposal:  Applications/resumes  for  which  there  is 
no  interest  or  appropriate  vacancy  for  which  applicant's  qualifica¬ 
tions  can  be  utilized  are  returned  to  the  applicant.  Applica¬ 
tions/resumes  retained  for  future  employment  consideration  to  meet 
the  anticipated  Agency  personnel  requirements  are  filed  in  active 
files  for  6  months,  then  filed  in  inactive  files  for  6  months  and  then 
destroyed.  Applicant  files  resulting  in  appointment  are  maintained 
in  accordance  with  applicable  Federal  Personnel  Manual  and  Agen¬ 
cy  procedures  and  regulations.  Applicant  files  not  resulting  in  ap¬ 
pointment  are  filedinactive  for  6  months  and  then  destroyed.  Appli¬ 
cation  control  cards  are  routinely  destroyed  at  the  end  of  the  calen¬ 
dar  year  following  the  year  in  which-  the  employment  inquiry  is 
received. 

System  manageris)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  E)efense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D  C.  20301. 

Record  source  categories:  Personnel,  Security,  and/or  manage¬ 
ment  officials  of  the  Agency;  present  and/or  previous  employers; 
educational  institutions  attended;  character  references;  Federal 
agencies;  medical  records,  other  agencies  or  persons  who  may  have 
referred  the  applicant. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0443 

System  name:  443  Job  (Opportunities  (Selection  of  High  Potential 
Employees) 


FEDERAL  REGISTER,  VOL.  42,  NO.  188 — WEDNESDAY,  SEPTEMBER  28,  1977 


51148 


PRIVACY  ACT  ISSUANCES 


Systcoi  Iscatioa:  Resources  and  Management  Division, 
Directorate  for  Support,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Employees 
recommended  for  the  program  that  are  assigned  to  the  Support 
Directorate. 

Categories  of  records  in  the  system:  Memo  to  Personnel,  Career 
Development  and  Training  Directorate. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI0S.2I,  dated  August  I,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained 
for  administrative  processing  of  civilian  personnel  actions.  Users 
are  personnel  located  in  the  Resources  and  Management  Division 
who  have  sole  responsibility  for  preparing  all  actions  relative  to 
civilian  employees.  Information  is  not  disseminated  outside  the 
division;  however  immediate  supervisors  may  review  master  files 
for  their  employees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  By  name 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  safes  in  areas  accessible  only  to  authorized  person¬ 
nel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary,  destroy  when  no  longer 
needed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D  C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person’s  presence. 

Coatesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Division  level  within  the  Support 
Directorate. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0451 

System  name:  451  Position  Descriptions 


System  location:  Directorates  and  Major  Staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  personnel  as¬ 
signed  to  DIA. 

Categories  of  records  in  the  system:  File  contains  job  descriptions, 
qualifications  requirements  pursuant  to  DIAR  21-11. 

File  contains  description  of  duties  of  each  established  position. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Managers  and  super¬ 
visors;  records  duties  ascribed  to  incumbent  of  each  established 
position. 

To  provide  new  employees  with  a  copy  of  their  position  descrip¬ 
tion;  for  use  by  supervisors  in  preparing  performance  evaluations; 
for  reference  as  to  position  titles  and  numl^rs. 

Policies  and  practices  for  storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  maintained  in  file  folder. 

Retrievability:  By  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  an  area  accessible  only  to  authorized  personnel  who  are 
screened,  cleared  and  trained. 

Retention  and  disposal:  Files  are  retained  until  incumbent  departs 
and  are  then  destroyed  by  burning. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  ITefense  Intelligence  Agency,  ATTN;  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
pi  A  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN;  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  is  obtained  from  Defense 
Intelligence  Agency  Personnel  Division.  Supervisors  revise  and  up¬ 
date  positions  as  required. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0460/01 

System  name:  460/1  DIA  Form  209 
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System  location:  Administrative  Office,  Directorate  for  Scientific 
and  Technical  Intelligence,  Defense  Intelligence  Agency,  Washing¬ 
ton,  D.C.  20301 

Defense  Intelligence  Agency,  Directorate  for  Management  and 
Plans,  DP;  DP-1;  DP-1  A;  DP-IB;  DP-2;  DP-2A;  DP-2B;  DP-2C; 
DP-2D;  DP-3;  DP-3  (USIB),  Pentagon,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  as¬ 
signed/attached  military  personnel 

Categories  of  records  in  the  system:  File  contains  military  adminis¬ 
trative  information  relative  to  DIAR  22-14B 

Contains  record  of  rating  official  for  each  military. 

Antbority  for  maintenance  of  tbe  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Administrative  Office  - 
to  assign  responsibility  for  preparation  of  military  effectiveness/  fit¬ 
ness  reports. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Filed  alphabetically  by  surname  of  each  military 

Safeguards:  Agency  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Destroyed  when  superseded  or  incumbent 
transferred. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information' on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  ^e  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Coutesdng  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina- 
tioDS  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SCT  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  From  organization  record. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0470 

System  name:  470  Military  Service  Administrative  Records 

System  locatkm:  Directorates  and  major  staff  elements.  Defense 
Intelligence  Agency,  Washington  D.C.  20301 . 


Categories  of  individuals  covered  by  tbe  system:  Active  duty  mili¬ 
tary  personnel  assigned  to  Defense  Intelligence  Agency. 

Categories  of  records  in  the  system:  Work  files  containing  c^ies 
of  leaves,  transmittal  letters,  personnel  rosters,  personnel  actions, 
locator  cards,  diaries,  copies  of  orders,  letters  of  appreciation, 
in/out-processing  clearance  records,  record  briefs,  assignment 
memoranda. 

Aviation  Service  Data,  biography,  DIA  Form  209  (Duty  Assign¬ 
ment  Memorandum),  DD  1555,  Welcoming  Letters,  AF  707,  NAV- 
PERS  1611/1,  Indorsements 

Letters,  Letters  of  Appreciation  and  indorsements,  DIA  Form 
780  (Off-duty  Employment  Report),  trip  reports,  finance  docu¬ 
ments,  physical  examinations. 

Authority  for  nuiintenance  of  the  system:  (Department  of  Defense 
Directive  5105.21,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  supervisory  and 
management  personnel  with  employment  actions  and  history  of 
their  personnel.  Disclosure  to  law  enforcement  or  investigatory 
authorities  for  investigation  and  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Military  Personnel  Division  -  For  the  personnel  management  of 
the  individuals  while  assigned  to  the  Defense  Intelligence  Agency. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaiipng, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  visible  file  cards. 

Retrievability:  By  name,  SSAN,  and  Military  Service. 

Safeguards:  Filed  in  metal  cabinets  that  are  locked  when  not  in 
use.  Access  'is  limited  to  supervisory  personnel  and  personnel 
responsible  for  personnel  administration.  Building  employs  security 
guards. 

Retention  and  disposal:  Except  for  locator  card,  file  is  destroyed 
six  months  after  departure  of  individual  from  the  Defense  Intel¬ 
ligence  Agency.  Locater  card  retained  for  future  reference. 

System  managcr(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defence  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 
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lions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D  C.  20301. 

Record  soorcc  categories:  Military  personnel  information  from  the 
Services;  application  and  biographical  data  from  individuals 
requesting  active  duty;  assignment  and  training  information  from 
Defense  Intelligence  Agency  staff  elements. 

Information  is  obtained  from  Defense  Intelligence  Agency  Per¬ 
sonnel  Division,  investigative  files,  rating  officials  and  the  in¬ 
dividual  concerned. 


Record  aonree  categories:  Military  personnel  records  for  personal 
data;  Defense  Intelligence  Agency  assignment  officer  for  assign¬ 
ment  data;  and  current  supervisor  regarding  duty  assignments,  duty 
performance  and  changes. 

Individual,  previous  employers,  academic  institutions,  present  or¬ 
ganization  of  employment  as  well  as  copies  of  data  possibly 
generated  by  the  individual’s  parent  Service. 

Systems  esempted  from  certaiu  provisions  of  the  act:  None 
L  DIA  0480 

System  name:  480  Reserve  Training  Records 

System  location:  Directorates  and  major  staff  elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  Indlvidnals  covered  by  the  system:  Military  Reserve 
personnel  who  have  performed  active  duty  training  with  the 
Defense  Intelligence  Agency  «r  corresponded  with  the  Defense  In¬ 
telligence  Agency  regarding  reserve  matters. 

Categories  of  records  in  the  system:  Files  contain  papers  regarding 
annual  active  duty  training,  assignments  utilization,  biographical 
data,  security  clearance  verification,  orders,  correspondence  with 
the  individual. 

Authority  (or  maintenance  of  the  system:  Department  of  Defense 
Directive  3105.21,  dated  August  1.  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1930  (44  U.S.C.  3%(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Military  Personnel  Divi¬ 
sion  and  the  Defense  Intelligence  Agency  staff  elements  for  the  ad¬ 
ministration,  control  and  utilization  of  the  reservists. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Records  stored  in  metal  cabinets  that  are  locked 
when  not  in  use.  Buildings  are  controlled  by  security  guards.  Files 
are  accessible  to  authorized  personnel  only. 

Retention  and  disposal:  Records  are  temporary  and  are  destroyed 
one  year  after  reservists  become  inactive. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  fron>  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  ^e  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  codfents  and  appealing  initial  determina- 


Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0490 

System  name:  490  Military  Personnel  Procurement 

System  location:  Military  Personnel  Division,  Personnel,  Career 
Development  and  Training  Directorate,  the  Defense  Intelligence 
Agency. 

Resources  and  Management  Division,  Directorate  for  Support, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Military  personnel 
assigned  to  the  Directorate  for  Support  who  will  depart  during  the 
current  year/month. 

All  military  personnel  nominated  by  the  Services  for  assignment 
to  the  Defense  Intelligence  Agency. 

Military  personnel  who  have  served  a  tour  of  duty  with  the 
Defense  Intelligence  Agency  and  who  have  been  nominated  for  as¬ 
signment  and  not  selected. 

Categories  of  records  in  the  system:  File  contains  biographical 
data,  assignment  information,  forwarding  address  for  referral  pur¬ 
poses. 

List  of  personnel  departing,  during  a  particular  month,  by  divi¬ 
sion,  name,  rank  and  social  security  number. 

Services’  nomination  letter,  military  personnel  qualification  and 
classification  record.  Military  Procurement  Data  Card. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  3103.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  306(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained 
as  a  check  list  to  insure  all  replacement  actions  have  been 
completed  for  the  month  indicated  on  the  list.  Users  are  personnel 
located  in  the  Resources  and  Management  Division  who  have  a 
need  to  know.  Information  is  not  disseminated  outside  the  division. 

Military  Personnel  Division  -  To  evaluate  nominees  qualification 
for  assignment  to  the  Defense  Intelligence  Agency. 

Defense  Intelligence  Agency  Staff  Elements  -  To  evaluate 
nominees  qualification  for  assignment  to  the  Defense  Intelligence 
Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  chronologically 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  They  are  secured  in  locked, 
combination  safes  or  file  cabinets. 

Retention  and  disposal:  Temporary  -  Nominations  resulting  in  as¬ 
signments  files  are  maintained  until  nominee  departs  the  Defense 
Intelligence  Agency  then  file  is  destroyed  except  for  Military 
Procurement  Data  Card  that  is  used  for  future  reference.  Nomina¬ 
tions  not  accepted  for  assignment  file  is  destroyed  except  for  Mili¬ 
tary  Procurement  Card. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record.  • 
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Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  Mrsonal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D  C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  •  person  of  his  own  choosing,  must  furnish  a  written  statement 
am. i' taring  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  I  -;rson's  presence. 

Ccmtcstiiig  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D  C.  20301. 

Record  source  categories:  Military  personnel  records  and  informa¬ 
tion  recorded  by  personnel  clerks  assigned  to  the  Military  Person¬ 
nel  Division. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0530 

System  name:  S30  Intelligence  Collection  Records 

System  location:  Defense  Source  Register  Branch,  Deputy 
Director  for  Collection  Human  Source  Requirements  and  Support 
Division,  Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Federal  Records  Center,  Suitland,  Md. 

Categories  of  individuals  covered  by  the  system:  Biographic  and 
classified  data  related  to  a  classified  mission. 

Categories  of  records  in  the  system:  Biographic  and  classified  data 
related  to  a  classified  mission. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI0S.2I,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Use  of  the  files  is  clas¬ 
sified  and  limited. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  on  microfilm  aperture 
cards. 

Rctrievability:  All  material  is  filed  numerically  by  a  dossier 
number  and  cross-referenced  to  a  machine  listing  by  name, 
aTphabetically. 

Safeguards:  The  office  is  in  an  alarmed  area,  in  a  building  em¬ 
ploying  security  guards.  Records  are  maintained  in  areas  accessible 
only  to  authorized  personnel. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  the  office  until  one  year  after  termination  of  utilization,  then 
retired  to  the  Federal  Records  Center. 

System  manager($)  and  address:  Deputy  Director  for  Collection, 
Headquarters,  Defense  Intelligence  Agency,  the  Pentagon, 
Washington,  D.C. 

Notification  procedure:  See  EXEMPTION. 

Record  access  procedures:  See  EXEMPTION. 

Contesting  record  procedures:  See  EXEMPTION. 

Record  source  categories:  See  EXEMPTION. 


Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  SS2a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Defense  Intelligence  Agen¬ 
cy,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

L  DIA  0590 

System  name:  590  Defense  Intelligence  Special  Career  Automated 
System  (DISCAS) 

System  location:  Defense  Intelligence  Agency  Directorate  for  Per¬ 
sonnel,  Career  Development  and  Training,  Civilian  Career  Develop¬ 
ment  Branch  (PM-3A),  Washington,  D.C.  20301 
Categories  of  individuals  covered  by  the  system:  The  provisions  of 
this  career  program  apply  to  DoD  civilian  positions  and  employees, 
grades  GS-05  and  above,  that  meet  the  criteria  for  the  job  series 
described  below.  Intelligence  personnel  assigned  to  the  National 
Security  Agency  (NSA)  and  the  Service  Cryptologic  Agencies 
(SCAs)  are  excluded. 

GS-0132  Intelligence  Series  positions  which  are  concerned  with 
advising,  administering,  supervising,  or  performing  work  in  the  col¬ 
lection,  processing,  analysis,  production,  evaluation,  interpretation, 
dissemination,  and  estimation  of  intelligence  information. 

All  scientific  and  technical  positions  engaged  in  targeting  and/or 
the  engineering,  physical,  or  technical  sciences  in  an  intelligence 
function,  which  are  assigned  to  an  organization2il  component  per- 
foriTiing  an  intelligence  function. 

Professional  positions:  (a)  which  are  assigned  to  an  organizational 
component  performing  an  intelligence  function;  (b)  in  which  a 
majority  of  the  incumbent's  time  is  spent  advising,  administering, 
supervising  or  performing  work  in  the  collection,  processing,  analy¬ 
sis,  production,  evaluation,  interpretation,  dissemination,  and  esti¬ 
mation  of  intelligence  information  or  in  the  planning,  programming 
and  management  of  intelligence  resources;  and  (c)  when  a  require¬ 
ment  for  staffing  the  piosition  includes  specialized  experience  in  in¬ 
telligence  work. 

Categories  of  records  in  the  system:  File  contains  individual  per¬ 
sonnel  forms  and  substantiating  documents,  such  as  Notification  of 
Personnel  Action  (SF-50),  Employee  Qualification  Record  (DD 
Form  1932),  Employee  Qualification  Record  (Supplement)  (DD 
Form  1932s),  and  Employee  Career  Appraisal  (DD  Form  1917 
(Test)). 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

DoD  Directive  1430.2,  'Assignment  of  Responsibility  for  Civilian 
Career  Program,'  May  9,  1966,  and  DoD  Directive  5010.10, 
'Intelligence  Career  Development  Program'  (ICDP),  August  9,  1972, 
authorized  the  Director,  Oiefense  Intelligence  Agency  to  be  func¬ 
tional  director  of  the  DoD-wide  ICDP. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Tlie  Defense  Intelligence 
Special  Career  Automated  System  Activity  (DISCASA)  forwards 
inquiries  to  employees  regarding  their  availability  for  specific  posi¬ 
tion  vacancies  when  requested  by  the  DoD  Component.  DISCASA 
furnishes  referral  listings  of  DoD  eligibles  to  appropriate  officials 
and  managers  for  particular  vacancy  selection.  DISCASA  periodi¬ 
cally  furnishes  copies  of  individual  employee  records  for  review 
and  update  by  employees  or  servicing  civilian  personnel  offices. 
DISCASA  will  maintain  files  and  records  for  historical  or  user 
research  purposes,  such  as  annual  reports  for  DoD  Components  or 
management  information  furnished  to  appropriate  DoD  users. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  computer  magnetic  tape 
Rctrievability:  Filed  in  social  security  account  number  (SSAN) 
and  alphabetical  order 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  temporary.  They  are  retained 
until  the  employee  concludes  his  DoD  intelligence  career  at  which 
time  they  are  retired  to  an  inactive  file  for  an  indefinite  period  of 
time. 
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Systcni  iiiuiafcr(s)  and  address:  Records  MaiuuKment  Officer, 
DeUnse  Intelligence  Agency,  Washington,  D.C.  20301 

Nodflcatioa  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures;  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN;  SC  (PA-1974),  Washington, 
D  C.  20301. 

Record  source  categories:  The  Personnel  Inventory  will  consist 
individual  Employee  Qualification  Records  which  have  two  basic 
parts:  (1)  An  automated  inventory  of  background  experience,  edu¬ 
cation,  and  performance,  and  (2)  a  narrative  statement  describing 
distinctive  occupational  experience. 

Computerized  Inventory.  The  automated  DISCAS  file  contains 
related  data  which  combines  to  make  up  an  employee  profile.  The 
general  content  and  source  of  these  data  are  described  as: 

Personal  Identification  Information:  Name,  address,  position 
title,  grade  and  other  information  that  describe  an  individual, 
his  position,  and  status.  The  principal  source  of  this 
information  is  the  SF  50,  Notification  of  Personnel  Action, 
generated  by  the  servicing  CPO;  other  personal  data  comes 
directly  from  the  employee. 

Skills  and  Work  Experience;  Includes  functional  areas, 
political/geographic  areas,  occupational  specialties,  and 
foreign  language  proficiency.  This  data  comes  directly  from 
the  individual. 

Formal  Education:  Academic  study  at  accredited  colleges  and 
universities  to  include  degree  or  highest  level  of  education 
attained,  academic  major  and  minor,  and  the  name  of  the 
institution.  This  data  comes  directly  from  the  individual. 

Career  Related  Training:  Completed  course  work  from  the 
ICDP  Master  Training  and  Education  Flan  and  other  training 
experiences  that  are  related  to  the  employee's  overall  career 
development  program.  Most  of  this  data  will  come  directly 
from  the  employee,  however,  servicing  CPO’s  or  training 
offices  may  from  time  to  time  be  required  to  provide 
information  on  completed  training. 

Career  Appraisal;  Significant  factors  from  the  completed 
Employee  Career  Appraisal  (DD  Form  1917  (Test))  will  be 
cumulatively  stored.  Copies  of  each  appraisal  will  be  sent  to 
DISCASA  by  servicing  CPO’s. 

Awards  and  Recognition:  Consists  primarily  of  federal  career 
awards  but  sdso  includes  other  awards  that  would  be 
significant  demonstration  of  ability  or  personal  achievement. 
This  data  will  come  from  the  individual  employee. 

Record  of  Consideration  for  Vacancies:  The  Dl^AS  will 
record  each  time  an  employee's  record  is  reviewed  by 
selecting  authorities  in  consideration  for  filling  a  vacancy. 
This  record  of  consideration  will  be  provided  to  employees. 


for  their  information,  on  the  annual  update  of  the  Employee 
Qualification  Record.  Up  to  fourteen  of  the  most  recent 
incidents  are  listed,  showing  title,  series,  grade  and  the 
organization  where  each  vacancy  occurred,  as  well  as  the 
outcome  of  each  consideration.  This  is  not  an  accounting  of 
computerized  retrieval  and  referral;  it  is  a  report  of  incidents 
of  merit  selection  considerations  by  the  appropriate 
lacement  authorities.  This  data  will  be  provided  to  DISCAS 
y  servicing  CPO's  after  final  selection. 

Narrative.  Each  employee  will  provide  short  narrative 
descriptions  of  their  most  recent  and/or  significant  positions. 
The  narrative  portion  of  the  Employee  (Qualifications  Record 
is  used  as  a  backup  for  computer  screenings  and  provides 
elaboration  of  the  skills  and  experience  of  each  employee. 

Systems  exempted  from  certain  provisions  at  the  act:  None 
L  DIA  0600 

System  name:  600  Defense  Intelligence  Agency,  Directorate  for  In¬ 
formation  Systems  Security  Files 

System  location:  Locations  are  the  Administrative  Division, 
Systems  Management  Division,  Field  Systems  Division,  Advanced 
Systems  Division,  Applied  Systems  Division,  Systems  Operations 
Division,  and  Systems  Security  Division.  These^Divisions  are  part 
of  the  Directorate  for  Information  Systems,  Ciefense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:.  Military  and 
Civilian  clearance  levels,  security  violation  files,  security  records, 
access  controls  to  areas  and  computers  and  computer  programs, 
and  visitor  requests. 

Categories  of  records  in  the  system:  Security  Management  Infor¬ 
mation  Systems  Roster  (DS-6DP1) 

Forms  required  are:  USAF  1109  -  Visitor  Register,  DD  1557  - 
Certificate  of  Clearances/  Access,  and  AF  Alarm^  Access  List. 

Authority  for  maintenance  of  the  system:  Depeutment  of  Defense 
Directive  .M05.21,  dated  August  I,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  l^ecords  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  «if  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Verification  of 
clearances,  record  of  violations,  control,  statistical. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  computer  printouts 
which  are  binded. 

Retrievability:  By  name,  social  security  number,  or  billet  number 
by  Division. 

Safeguards:  Located  on  a  guarded  military  post  (Arlington  Hall 
Station).  Other  Buildings  (Pomponio  Plaza  and  Pentagon)  employ 
security  guards.  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained.  Release  is  on  a  need-to-know  basis. 

Retention  and  disposal:  Clearance  files  are  kept  until  individual 
departs  Defense  Intelligence  Agency,  Directorate  for  Information 
Systems.  Security  violation  files  are  maintained  for  one  year  to  aid 
in  security  briefings.  Control  for  access  is  disposed  of  when  access 
is  no  longer  required.  All  forms  are  disposed  of  when  action  is 
completed. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must ’present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  pla^  of  birth,  .social  security 
number,  a  driver’s  license  or  other  identity  card. 
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Record  accew  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  sho^d  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  personas  presence. 

Contettiag  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D  C.  20301. 

Record  source  categories:  Individual 

Milit^  Personnel,  Defense  Intelligence  Agency 

Civilian  Personnel,  Defense  Intelligence  Agency 

Assistant  Deputy  Director  for  Counterintelligence  and  Security, 
Directorate  for  Support,  Defense  Intelligence  Agency 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0600/02 
System  name:  600/2  Request  for  Clearance 

System  locatkm:  Directorates,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Any  individual 
who  will  require  access  to  a  given  level  of  classified  material. 

Categories  of  records  in  the  system:  File  contains  copies  of  DIA 
forms  1SS7,  Request  for  Clearance. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI0S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Officer  -  control 
and  accomplish  granting  of  requested  clearances. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Filed  alphabetically  by  surname  of  incumbent. 

Safeguards:  Agency  employees  security  guards.  Records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Rctentkm  and  disposal:  Destroy  after  granting  of  clearance  or  de¬ 
parture  of  individual. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency.  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency.  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 


Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  inmvidual’s  record  in  the  accompany¬ 
ing  personas  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D  C.  20301. 

Record  source  categories:  From  information  of  incumbent’s  appli¬ 
cation  or  military  nomination  forms. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0620 

System  name:  620  System  Access  Log  and  Directory 

System  location:  Systems  Security  Division,  Defense  Intelligence 
Agency,  Directorate  for  Information  Systems,  Washington,  D.C. 
20301. 

Categories  of  individuals  covered  by  the  system:  Controls  access  to 
Defense  Intelligence  Agency  On-Line  System  and  Community  On- 
Line  Intelligence  System  for  Defense  Intelligence  Agency  and  as¬ 
sociated  users. 

Categories  of  records  in  the  system:  DIA  Form  836  -  Defense  Inr 
telligence  Agency  On-Line  System  Access  Authorization 

DIA  Form  837  -  Defense  Intelligence  Agency  On-L\pe  System 
Authentication 

Defense  Intelligence  Agency  On-Line  System  Briefing  Certificate 
(DIA  Form  Number  requested  from  DS). 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Serves  as  a  directory  of 
individuals  who  have  access  to  Defense  Intelligence  Agency  On- 
Line  System,  what  files  they  have  access  to,  and  the  type  of  access 
available  to  them. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Original  forms  filed  in  folders.  Punched  cards  filed  in 
card  container.  On-Line  file  resident  on  disk  with  transactions  tem¬ 
porarily  stored  on  magnetic  tape. 

Retrievability:  Records  in  manual  position  retrievable  only  by 
name.  Punched  cards  by  file  access  or  user  number.  On-Line 
records  retrievable  by  any  of  following  data  elements:  Date  of  last 
change  to  record.  User  number  (record  ID),  Name  of  individual. 
Office  to  which  assigned.  Telephone  number.  Date  record  entered 
in  file.  Date  first  used  system.  Date  last  used  system,  and  File(s)  to 
which  access  is  authorized  and  type  of  access. 

Safeguards:  Card  files  and  forms  folders  contained  in  bar-locked 
safe.  On-Line  file  resident  in  the  Defense  Intelligence  Agency  On- 
Line  System.  Access  limited  to  those  with  legitimate  ’need-to- 
know.’  Access  to  entire  file  limited  to  System  Security  Division  and 
the  Defense  Intelligence  Agency  On-Line  System  Support  Branch 
personnel.  Other  access  av^able  as  follows:  Individuals  having  ac¬ 
cess  to  Defense  Intelligence  Agency  On-Line  System  -  their  own 
records,  those  individu^s  having  access  to  a  file  owned  by  the  Of¬ 
fice  of  Primary  Interest,  and  offices  within  or -associated  with 
Defense  Intelligence  Agency  -  individuals  assigned  to  the  office. 
Access  to  bar-locked  safes  is  controlled  by  standard  Defense  Intel¬ 
ligence  Agency  security  procedures  and  is  limited  to  Systems 
Security  Division  personnel.  Access  to  on-line  file  controlled  by 
Defense  Intelligence  Agency  On-Line  System  security  procedures 
with  all  products  contremed  by  Systems  Mcurity  Division  personnel 
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in  accordance  with  standard  procedure  governing  dissemination  and 
protection  of  ’Confidential'  material. 

RctentioD  and  disposal:  Individual  records  are  retained  in  active 
files  as  long  as  a  person  has  access  to  the  Defense  Intelligence 
Agem^  Online  System.  When  Defense  Intelligence  Agency  On- 
Line  System  access  is  terminated,  the  punched  card  is  destroyed; 
the  on-line  record  is  deleted  in  its  entirety;  and  the  file  folder  is 
removed  from  the  ’active’  file  to  a  ’deleted’  file.  Folders  are 
removed  from  the  ’deleted’  file  approximately  30  days  after 
Defense  Intelligence  Agency  On-Line  System  access  is  terminated. 
All  paper  and  cards  are  torn  and  placed  in  paper  bags  for  destruc¬ 
tion  by  burning,  in  accordance  with  standard  Defense  Intelligence 
Agency  procedures  for  destruction  of  classified  waste. 

System  maiMgcrfs)  and  addrem:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Nodficatioo  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Individual 

Assistant  Deputy  Director  for  Counterintelligence  and  Security, 
Directorate  for  Support,  Defense  Intelligence  Agency. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0640/01 

System  name:  640/1  Personnel  Security  Investigation  Files 

System  location:  Defense  Intelligence  Agency,  Counterintelligence 
and  Security  Division,  (DS-6),  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  applicants, 
nominOes,  consultants,  contractors,  civilian  or  military  personnel 
working  with  or  assigned  to  the  Defense  Intelligence  Agency.  Also 
all  personnel  of  the  Office  of  the  Secretary  of  Defense,  Joint 
Chiefs  of  Staff,  Defense  Communications  Agency,  Defense  Con¬ 
tract  Audit  Agency,  Library  of  Congress/Federal  Research  Divi¬ 
sion,  Defense  Mapping  Agency,  Defense  Nuclear  A|^ncy,  or 
Defense  Supply  .^ency  requiring  access  to  special  intel- 
ligence/special  activities  office  formation. 

Categories  of  records  in  the  system:  File  contains  individual’s 
name,  date  and  place  of  birth,  history  of  residences,  education,  em¬ 
ployment,  police  records,  credit  records,  results  of  miscellaneous 
interviews,  physical  data,  and  identifying  information  concerning 
close  relatives,  relatives  residing  in  foreign  countries,  foreign  con¬ 
nections,  or  organizational  memberships.  File  also  contains  mbdical 
histo^,  investigative  files,  employment  records,  financial  institu¬ 
tion  information,  enmloyment  and  educational  information.  These 
files  also  have  briefing/debriefing  certificates,  security  clearance 


adjudication  information,  security  violation  information.  Defense 
Intelligence  Agency  Agent’s  reports,  sworn  statements,  security 
questionnaires,  requests  for  clearances  and  investigations,  nomina¬ 
tion  notices,  fingerprint  cards,  incident  reports,  scope  and  case 
control  documents,  and  clearance  for  awards  requests. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1%1,  Del^ation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Defense  Intelligence 
Agency  Counterintelligence  and  Security  Division  -  Furnish  a  basis 
for  granting  or  refusing  to  grant  access  to  Defense  Intelligence 
Agency  classified  information  and  special  intelligence/special  activi¬ 
ties  office  information.  Also  provides  a  history  of  events  which 
i^ht  reflect  upon  the  overall  suitability  of  an  individual  for  recep¬ 
tion  of  awards,  employment  or  special  training  or  assign^nt. 
Federal  Bureau  of  Investigation  special  agents  review  to  obtain  in¬ 
formation  for  background  investigations,  counterintelligence  in- 
vesti^tions,  or  criminal  investigations.  Civil  Service  Commission 
spec^  agents  review  to  obtain  information  for  background  in¬ 
vestigations.  Central  Intelligence  Agency  special  agents  review  to 
obtain  information  for  background  investigations.  Defense .  In¬ 
vestigative  Service  special  agents  review  to  obtain  information  for 
background  investigations.  US  Army  Military  Intelligence  special 
agents  review  to  obtain  information  for  background  investigations 
and  counterintelligence  investigations.  US  Air  Force  Office  of  Spe¬ 
cial  Investigation  special  agents  review  to  obtain  information  for 
background,  counterintelligence  and  criminal  investigations.  US 
Army  Criminal  Investigations  Division  special  agents  review  to  ob¬ 
tain  information  for  criminal  investigations.  US  Navy,  Naval  In¬ 
vestigative  Services  special  agents  review  to  obtain  information  for 
back^ound,  counterintelligence  and  criminal  investigations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  folders 

Rctrievability:  Files  are  maintained  by  investigative  case  file 
number 

Safeguards:  Building  employs  security  guards.  Files  are  main¬ 
tained  in  an  area  accessible  only  to  authorized  personnel  who  are 
screened,  cleared,  and  trained.  After  duty  hours  the  files  are  main¬ 
tained  in  an  alarmied  locked  room. 

Retention  and  disposal:  Files  are  retained  until  the  individual’s  as¬ 
sociation  with  the  Defense  Intelligence  Agency  or  access  to  special 
intelligence/special  activities  office  information  ceases.  They  are 
then  retired  to  the  Washington  National  Records  Center  for  storage 
for  15  years  and  then  are  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer. 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  acces  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
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whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authonzing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person  s  presence. 

Coatesdiig  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  is  obtained  from  in¬ 
dividuals,  all  federal  agencies  which  have  had  contact  with  or  em¬ 
ployed  the  individual  or  maintain  data  or  vital  statistics.  Also  from 
all  state  and  local  law  enforcement,  governmental  or  judicial  agen¬ 
cies  that  maintain  pertinent  records.  From  prior  and  current  em¬ 
ployers,  coworkers,  supervisors,  friends,  neighbors,  teachers, 
professional  associates  and  family  members.  Also  from  credit  bu¬ 
reaus,  banking  and  financial  institutions,  medical  and  mental  health 
institutions,  doctors,  psychologists,  psychiatrists  and  social  wor¬ 
kers. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0640/02 

System  name:  640/2  Visitor  Accreditation  File 

System  location:  Defense  Intelligence  Agency,  Counterintelligence 
and  Security  Division,  (DS-6),  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Any  contractor, 
consultant,  or  member  of  any  US  Government  agency  requiring  ac¬ 
cess  to  Defense  Intelligence  Agency  classified  information. 

Categories  of  records  in  the  system:  File  contains  individual’s 
name,  social  security  account  number,  date  and  place  of  birth,  em¬ 
ployers,  security  clearance,  clearance  verification  date  and  period 
of  validation. 

Authority  for  maintenance  of  the  system:  Department  of  E)efense 
Directive  S10S.21,  dated  August  I,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Defense  Intelligence 
Agency,  Counterintelligence  and  Security  Division  -  Used  as  basis 
for  gating  visitors  access  to  classified  material  and  verifying 
security  clearance  data. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  and  vertical  index  card  file 

Retrievabllity:  Filed  alphabetically  by  individual’s  last  name  and 
chronologically 

Safeguards:  Building  employs  security  guards.  Files  are  main¬ 
tained  in  an  area  accessible  only  to  authorized  personnel  who  are 
screened,  cleared,  and  trained.  After  duty  hours  the  files  are  main¬ 
tained  in  alarmed  locked  rooms. 

Retentioo  and  disposal:  Files  are  retained  indefinitely 

System  maaager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  iitquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  hasj-ecords  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 


Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  inmvidual’s  record  in  the  accompany¬ 
ing  personas  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  is  furnished  by  the  in¬ 
dividual’s  employer  or  military  organization. 

Systems  exempted  from  certain  provisHHis  of  the  act:  None 
L  DIA  0650/02 

System  name:  6S0/2  Security  Management  Information  System 
(SMIS) 

System  location:  Special  Access  Control  Unit,  Special  Security 
Office  (SSO)  Section,  Security  Branch,  Counterintelligence  and 
Security  Division,  Directorate  for  Support,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Transcript  and  IBM  card  inputs  are  submitted  to  and  batch 
produced  output  is  received  from  the  computer  system  and  terminal 
operated  by  the  Information  Systems  Office  (SO),  Defense  Intel¬ 
ligence  Agency. 

Categories  of  individuals  covered  by  the  system:  Military  person¬ 
nel,  Department  of  Defense  civilian  employees,  consultants  and 
contractors  authorized  access  to  Sensitive  Compartmented  Informa¬ 
tion  (SCI)  within  DoD  or  by  DoD  organizations,  less  NSA.  Ex¬ 
cepted  from  the  above  are  personnel  authorized  only  special  intel¬ 
ligence  (SI)  access  by  the  respective  military  departments.  In  addi¬ 
tion,  individuals  of  other  Government  agencies  are  included  for  the 
period  of  their  permanent  certification  to  OSD,  JCS  or  DIA.  Per¬ 
sonnel  pending  SCI  access  who  are  assigned  to  OSD,  JCS  or  DIA 
are  included.  DIA  personnel  who  have  any  security  clearance  and 
those  personnel  issued  a  DIA  badge  for  any  purpose  are  included 
even  if  no  security  clearance  is  granted. 

Categories  of  records  in  the  system:  File  may  contain  for  an  in¬ 
dividual  the  following:  name,  rank/grade,  military  component  or 
civilian  status,  social  security  account  number  (SSAN)  (file  key), 

^  SCI  accesses  authorized,  date  indoctrinated  or  debriefed,  security 
''  clearances,  code  number  of  his  firm  (contractors),  SCI  billet 
number,  date  of  birth.  National  Agency  Check  (NAC)  date. 
Background  investigation  date  (BI),  BI  Agency,  DSCID  1/14  stan¬ 
dards  waiver  indicator  (yes  or  no),  DIA  case  number,  DIA  Office 
Symbol,  travel  restriction,  DIA  badge  number  and  type,  badge 
number  and  type,  badge  expiration  date. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI0S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  nuintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Specif  Access  Control 
Unit  uses  to  produce  Confidential  rosters  of  personnel  authorized 
SCI  access  for  contreri  of  access  to  this  information  and  to  areas 
accredited  for  use  of  this  informationfor  certification  of  SCI  access 
authorization  to  other  government  organizations.  In  conjuttcUon 
withSCI  billet  structure  automated  record  for  discharge  of  Director, 
DIA  security  management  responsibilities;  for  support  of  security 
processing  within  DIA;  e.g.,  badge  accounting,  clearance  control, 
and  scheduling  investigations;  for  production  of  alphabetical  annual 
index  of  inactive  manual  SCI  files;  for  reporting  name,  rank, 
SSAN,  billet  number  and  authorized  access  to  Director,  Central  In¬ 
telligence. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 
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PRIVACY  ACT  ISSUANCES 


Storage:  Records  filed  on  magnetic  tape 
Retricvability:  Filed  by  SSAN  of  individual. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  secure  alarmed  areas  accessible  only  to  authorized  person¬ 
nel  who  are  properly  cleared  and  trained. 

RetentkM  and  disposal:  Active  records  only  are  maintained. 
Records  of  personnel  debriefed  for  SCI  access  are  dumiwd  on  an 
annual  debrief  tape  which  is  printed  as  an  alphabetical  listing  cumu¬ 
latively,  each  month  for  one  year,  then  the  tape  is  eras^.  The 
printed  listing  is  retained  indefinitely  as  an  index  to  inactive  manual 
files. 

System  managcrfs)  sum!  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  S(Z  (PA  1974),  Washington, 
D  C.  20301. 

Record  source  categories:  Forms  accomplished  by  the  individual 
in  acknowledging  indoctrination  or  debriefing,  forms  submitted  by 
security  ifficers  requesting  SCI  access  actions  for  individual, 
messages  and  IBM  card-decks  submitted  by  special  security  offices 
of  the  military  departments,  defense  agencies.  Unified  and 
Specified  Commands  and  their  subordinate  echelons. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0650/03 

System  name:  6S0/3  Sensitive  Compartmented  Information  (SCI) 
Access  Files 

System  location:  Special  Access  Control  Unit,  Special  Security 
Office  (SSO)  Section,  Security  Branch,  Counterintelligence  and 
Security  Division,  Directorate  for  Support,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Military  person¬ 
nel,  Department  of  Defense  civilian  employees,  consultants,  and 
contractors  authorized  access  to  SCI  within  DoD  or  by  DoD  or¬ 
ganizations,  less  National  Security  Agency  (NSA).  Excepted  from 
the  above  are  personnel  authorized  only  special  intelligence  (SI)  ac¬ 
cess  by  the  respective  military  departments.  In  addition,  personnel 
of  other  government  organizations  permanently  certified  to  the  Of¬ 
fice  of  the  Secretary  of  Defense  (OSD),  the  Offlee  of  the  Joint 
Chiefs  of  Staff  (OJCS),  and  to  DIA  are  temporarily  included  pend¬ 
ing  entry  of  their  information  into  the  automat^  DIA  Security 
Management  Information  System  (SMIS).  Personnel  assigned  to 
OSD,  JCS,  and  DIA  who  are  pending  authorization  of  SCI  access 
are  also  included,  upon  receipt  of  request  for  such  access. 


Categories  of  records  in  the  system:  File  may  contain  for  an  in- 
dividum  acknowledgements  of  indoctrination/debriefing  for  SCI  ac¬ 
cesses,  including  individual’s  name,  rank/grade,  military  component 
or  civilian  status,  social  security  account  number  (SSAN),  date  of 
indoctrination/debriefing  and  specific  SCI  access  authorb^,  firm 
name  or  contractor,  firm  address,  forwarding  address,  name  and 
signature  of  witness;  a  DD  Form  1SS7,  Certificate  of 
Clearance/Access,  including  individual’s  SSAN,  billet  number, 
name,  rank/grade,  military  component,  civilian  status,  date  of  birth, 
place  of  birth.  National  Agency  Check  (NAC)  date.  Background  in¬ 
vestigation  (BI)  date,  BI  Agency,  Waiver  of  DSCID  1/14  standards 
indicator,  DIA  case  number,  DIA  Office  Symbol,  firm  name  and 
address  for  contractors,  clearances  requested  for  individual,  extent 
of  access  allowed,  requested  date  for  debriefing,  recommended 
travel  restriction,  assigned  travel  restriction,  reason  for  debnefing, 
name  of  requesting  official  and  signature,  statement  of  individual’s 
DSCID  1/14  eligibility  for  SCI  access  signed  by  individual  granting 
clearance/access,  clearances  and  SCI  accesses  granted  or  removed, 
effective  date,  debrief  from  DIA  date,  comments;  e.g.,  transfer  in 
status,  expedite,  etc.;  letter  requesting  waiver  of  duty  and  travel 
restriction  and  DIA  response  (approval  or  disapproval);  copy  of 
letter  to  individual  specifying  duty  and  travel  restriction;  letter 
nominating  individual  for  duty  with  DIA;  requests  for  transfer  in 
status  into  or  from  DIA,  OSD  or  JCS  containing  individual’s  identi¬ 
fying  data  and  his  origin  or  destination;  messages  granting  transfer 
in  status  authority,  permanent  certification  messages  and  other 
mess^  traffic  pertaining  to  an  individual’s  SCI  status;  e.g.,  access 
certifications  to  TDY  destinations,  permanent  certifications  to  other 
organizations,  etc.;  DIA  On  Line  System  (DIAOLS)  access 
authorization  (DIA  Form  836)  containing  individual’s  identifying 
data;  SCI  courier  authorization. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI0S.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Special  Access  Control 
Unit  uses  for  input  data  to  automated  file  (SMIS);  to  process  in¬ 
dividuals  for  SCI  access  indoctrination,  debriefing,  and  transfer  in 
status;  for  access  authorization  verification  and  certification;  to 
provide  legal  record  of  access  authorized  to  and  acknowledged  by 
an  individual;  to  provide  a  record  of  individual  travel  restrictions 
imposed  and  waived;  to  assure  that  DIAOLS  access  is  granted  or 
removed  in  concert  mth  SCI  access;  to  provide  a  record  of  SCI  ac¬ 
cess  debriefings  for  cause. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  stored  in  rotary  files,  in  file 
cabinets,  and  on  shelves. 

Roll  microfilm  records  of  a  portion  of  inactive  file 

Retrievahility:  Paper  records  (active)  filed  alphabetically  by 
name.  Paper-records  (inactive)  filed  alphabetically  by  name  by  year 
of  final  debriefing. 

Roll  microfilm  records  (inactive)  filed  alphabetically  by  name  by 
year  of  final  debriefing. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  specially  secured  and  alarmed  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  until  individual  is  completely  debriefed  and  are  held 
thereafter  in  the  inactive  file  retained  by  the  Special  Access  Con¬ 
trol  Unit  or  are  stored  in  a  special  repository  maintained  for  this 
purpose  elsewhere  within  DIA  and  which  is  accessible  only  to  Spe¬ 
cial  Access  Control  Unit  persormel  and  custodial  persoiuiel 
similarly  trained,  screened  and  cleared. 

System  raanager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  AgetKy,  ATTN:  SC 
(PA  1974),  Waslu^ton,  D.C.  20301. 
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Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  MS  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  Mrsonal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  scgregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  persoirs  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  iqtpealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency.  ATTN:  SC  (PA  1974),  Washington, 
D  C.  20301. 

Record  soinvc  cutegorfet:  Forms  accomplished  by  the  individual 
in  acknowledging  indwtrination  or  debriefing,  forms  submitted  by 
security  officers  requesting  SCI  access  actions  or  courier  authority 
for  individual,  messages  from  special  securOty  officers  of  the  mili¬ 
tary  departments,  defense  agencies.  Unified  and  Specified  Com¬ 
mands  and  their  subordinate  echelons. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
L  DIA  0650/04 

System  name:  6S0/4  Clearance  Certification  File 
System  locatiau:  Defense  Intelligence  Agency.  Security  Office, 
Washington,  D.C.  20301 

Categoriet  of  iudividnols  covered  by  the  system:  All  civilian  and 
military  personnel  with  special  access  to  classified  information. 

Categories  of  records  la  the  system:  Lists  name,  rank,  SSN, 
security  clearance,  dates  of  investigation  and  number  of  investiga¬ 
tion. 

Authority  for  maiutenanrf  of  the  system:  Department  of  Defense 
Directive  S105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Recoil  Act  erf  19S0  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Utiliz^  by  security  of¬ 
ficer  in  preparing  correspondence  necessary  for  passing  cleaiances 
of  personn^  Thu  is  a  convenience  file.  The  original  is  maintained 
by  the  Security  Branch,  DIA  on  magnetic  tape  as  the  Security 
Man^ement  I^ormation  System.  Us^  to  verify  an  individual’s 
specif  access  authorization  to  any  US  government  agency  or  con¬ 
tractor’s  security  officer  having  both  the  need  and  right  to  know. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

RetrievabilHy:  Alphabetical  order  by  last  name  of  individual  or 
Social  Security  number. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained.  Access  is  on  a  need  to 
know  basis. 

Retention  and  disposal:  Records  are  temporary,  destroy  upon  is¬ 
suance  of  updated  roster. 

System  manager(s)  and  addrem:  Records  Mana«ment  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C,.  20301 


Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuab  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  (tetermine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  pla^  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  accem  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  sho^  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categoric  Defense  Intelligence  Agency  Security 
Branch. 

Systems  exempted  from  certain  provisioiis  of  the  act:  None 
L  DIA  0660 

System  name:  660  Security  Violation  Files 
System  location:  Physical  Security  Unit,  Special  Access  Section 
Office,  Security  Branch,  Counterintelligence  and  Security  Division, 
Directorate  for  Support,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301 

Categories  of  individuab  covered  by  the  system:  Any  individual 
who,  while  assigned  or  employed  by  the  Defense  Intelli^nce  Agen¬ 
cy,  has  been  fwnd,  upon  inquiry  or  investigation,  to  be  responsible 
for  a  violation  of  established  security -directives  or  procedures 
resulting  in  the  compromise  or  possit^  compromise  of  classified 
information. 

Categories  of  records  in  the  qrstem:  File  includes  responsible  in¬ 
dividual  name  index  cards,  cross  referenced  with  security  vkrfation 
incident  index  cards.  These,  in  turn,  are  cross  referenced  with 
results  of  inquiry/investigation  reports  and  correspondence 
generated  between  the  Security  Unit  and  the  element  or  office  in 
which  the  security  violation  occurred.  This  is  DIA  master  file. 

Authority  for  maintenaaoe  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1961,  Delation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Srction  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  hi  the  system,  tncinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  NAME  INDEX  CARDS 
Used  to  identify  previous  security  violators,  and  to  determine 
degree  and  appropriateness  of  administrative  or  disciplinary  action 
recommended. 

INCIDENT  INDEX  CARDS  Contains  statistical  data  used  for 
security  education  purposes  and  permits  quick  access  to 
inquiry/investigation  repom  and  correspondence  by  case  number. 

INQUIRY/INVESTIGATION  REPORTS  AND  CORRESPON¬ 
DENCE  Used  for  the  purpose  of  determining  the  possibility  of 
compromise;  initiating  appropriate  action  to  neutralize  possible 
damage  to  national  security  resulting  from  the  incident;  fixing 
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respoosibility  for  the  incident;  and  initiatint  corrective  actions  to 
improve  security  practices  and  procedures. 

Pottcka  and  pmctkes  lor  storing,  retrieving,  acersring,  retaining, 
and  fd  records  in  the  system: 

StoTMc:  Paper  index  cards  in  card  file  bdxes;  paper  records  in 
file  fomrs  stored  in  file  cabinets. 

Rctrievability:  By  last  name 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  specially  secured  and  alarmed  area  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained. 

Rctentioa  and  dispoMl:  Index  cards  are  permanent  and  are  up¬ 
dated  as  subsequent  incidents  occur.  Inquiry/investigation  reports 
and  correspondence  are  retained  in  active  files  or  the  action  is 
completed,  held  two  additional  years  and  then  destroyed. 

System  managerfs)  and  address:  Records  Manawment  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following;  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  record;  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
'  individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Forms  accomplished  by  the  individual 
in  acknowledging  indoctrination  or  debriefing,  forms  submitted  by 
security  officers  requesting  SCI  access  actions  or  courier  authority 
for  individual,  messages  from  special  security  officers  of  the  milita¬ 
ry  departments,  defense  agencies.  Unified  and  Specified  Com¬ 
mands  and  their  subordinate  echelons. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0660/01 

System  name:  660/1  Security  Violations 

System  location:  Security  Offices,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Any  individual 
who  has  been  involved  in  an  alleged  security  violation  or  investiga¬ 
tion. 

Categories  of  records  in  the  system:  Documents  and  correspon¬ 
dence  pertainii^  to  aUeged  security  violations,  unauthorized  divul- 
gence  of  classified  information,  results  of  findings,  recommenda¬ 
tions  based  on  findings,  and  final  corrective  of  disciplinary  mea¬ 
sures  taken. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S()6(b)  of  the 


Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmaiMgement.  This  relates  to 
the  records  managentent  of  an  agency. 

Rootine  nacs  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  enable  the  security 
officer  to  provide  information,  concerning  previous  security  viola¬ 
tions.  To  resolve  security  problems  within  Branch  and  develop 
preventive  measures  to  avoid  reoccurrences,  to  make  sure  that 
proper  actions  are  taken  against  negligent  individuals,  for  statistical 
purposes  and  used  as  a  basis  for  security  education.  Investigation 
of  Violation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  files  in  file  iolders. 

Retrievability:  Filed  in  chronological  order  qr  by  name. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained.  Access  is  on  a  need  to 
know  basis. 

Retention  and  disposal:  Temporary,  destroyed  two  years  after 
completion  of  final  or  corrective  of  discipGnary  action. 

System  maiiager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agenqy,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  fuU  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initiaUy  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  foUowmg;  Full  name,  date  and  place  of  bkth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  acccs  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information;  v 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptableup  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  stateOent 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D  C.  20301. 

Record  source  categories:  Investigating  officer  and  individuals  in¬ 
volved  in  security  violation.  Guards  reports  of  violations,  security 
checks  of  offices,  or  any  individual  having  knowledge  of  a  security 
violation. 

Systems  exempted  from  certain  proviskuis  of  the  act:  None 
L  DIA  0700 

System  name:  700  Supply,  Space  &  Facilities,  Policy  and  Planning 

System  location:  Procurement  Coordination  Section  (DS-2BI), 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
.  Categories  of  individuals  covered  hy  the  system:  Those  govern- 
'ment  contractor  employees  involved  with  procurement  actions 
by  or  for  DIA. 

Categories  of  records  in  the  system:  Government  and  contractor 
related  files  dealing  with  procurement  supply  policy,  procedure, 
planning,  projects  and  guidance  relating  to  any  and  all  current, 
proposed  or  past  procurement  related  actions  in  behalf  of  the  DIA, 
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includii^  but  not  limited  to  Bidders  mailing  list,  ADP  Policy, 
Delegations  of  Authority  Commission  on  Government  Procurement 
&  Unsolicited  Proposals. 

Aathorfty  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Pitwram,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  reco(lified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  cate^ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  for 
historical  and  planning  purposes  as  relates  to  Agency  procurement 
actions:  to  develop  source  lists  of  potential  contractors,  delegate 
supply  to  include  but  not  limited  to  the  following  categories: 
procurement  signature  authorization,  reply  to  congressional  or 
other  commitee  actions,  court  cases,  governmental  or  contractor  re¬ 
lated  querries,  problems,  policy  and  procedure. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  and  view  graph  charts  in  file  folders. 

Retrievability:  Filed  by  subject  matter.  Retrievable  by  manual 
search  for  name. 

Safeguards:  Information  is  stored  in  locked  safes  in  areas  to 
which  access  is  controlled  by  guards.  Information  is  accessible  only 
to  personnel  who  have  a  need  to  know  specific  information. 

Retention  and  disposal:  Temporary  -  Destroyed  when  no  longer 
needed  or  supersede. 

S^rstem  manager(s)  and  address:  Records  Management  Officer, 
Detense  Intelligence  Agency,  Washington,  D.C.  20301 

Nottfkation  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  aoccM  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301 . 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numl^r  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  <he  in^vidual’s  record  in  the  accompany¬ 
ing  personas  presence. 

ContestiiM  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categoria:  Goverrunent  and  contractor  organiza¬ 
tions  submitting,  requesting  or  promulgating  various  procurement 
related  information. 

Systems  exempted  from  certain  provisioiis  of  the  act:  None 
L  DIA  0710 

System  name:  710  Contract  Correspondence 

System  location:  Procurement  Coordiitation  Section  (DS2B1), 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Plans  Research  and  Evaluation  Branch,  Building  T6,  Defense  In¬ 
telligence  School,  Washington,  D.C.  20374 


Categories  of  individuate  covered  by  the  svstem:  Those  govern¬ 
ment  and  contractor  personnel  involved  with  specific  contractual 
actions  by  or  for  DIA. 

Categories  of  records  in  the  systenu  Government  and  contractor 
related  files  dealing  with  specific  contracts  for  leases,  maintenance, 
interservice  support  agreements  or  other  projects  in  behalf  of  DIA. 

Contains  records  of  implementation,  contract  development, 
leases,  bids,  proposals,  technical  guidance,  contract  and  ammend- 
ments  to  contracts,  studies,  reports  and  correspondence  related 
thereto. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  SoUion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  recodified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  or  an  agency. 

Routine  uses  of  records  maintaiurd  in  the  system,  iiKludiiig  catego¬ 
ries  of  users  and  the  purposes  of  snch  uses:  Ensure  payment  of  con¬ 
tract  by  the  user  and  to  ensure  service  contracted  for  is  received  in 
compli^ce  with  that  set  forth  in  the  contract. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retafadng, 
and  disposiiig  of  records  in  the  system: 

Storage:  Paper  files  in  file  fedders. 

Retrievability:  Filed  by  contractor  agreement  number  and/or  sub¬ 
ject.  Retrievable  by  manual  search  by  name. 

Safeguards:  Information  is  stored  in  locked  safes  in  areas  to 
which  access  is  controlled  by  guards.  Information  is  accessible  only 
to  personnel  who  have  a  ne^  to  know  specific  information. 

Retention  and  disposal:  Permanent,  retired  to  Washington  Na¬ 
tional  Records  Center  one  year  after  case  becomes  inactive. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  ot  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  identi¬ 
ty  the  following:  Full  name,  date  and  plaM  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  accem  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  a^  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesdiig  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categoria:  (jovenunent  and  contractor  organiza¬ 
tions  submitting,  requesting  or  promulgating  the  various  contract 
and  DRIS  documentation. 

Systems  exempted  from  certain  provtsioas  of  the  act:  None 
L  DIA  0733 

System  name:  733  Reports  of  Survey 
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PRIVACY  ACT  ISSUANCES 


Systeai  location:  Supply  and  Services  Section.  DS-2B2,  and  in  of¬ 
fices  of  Supply  Officers  originating  request  for  survey.  Defense  In¬ 
telligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Military  or 
civilian  employees  of  the  DIA  involved  with  loss  or  damage  of  DIA 
property. 

Categories  of  records  in  the  system:  DD  Form  200,  Report  of  Sur¬ 
vey,  and  supporting  documents. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S105.21,  dated  August  I,  I%1,  Delegation  12.  Develop, 
estabUsh,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  tiie 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  punwaes  of  such  uses:  To  support  adjustments 
to  property  accountability  records.  To  support  charges  against  per¬ 
sonnel  when  found  to  be  pecuniarily  liable. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  files  in  file  folders 

Retrievahility:  Manual  search  by  name 

Safeguards:  Maintained  in  a  locked  file  cabinet  in  a  building  pro¬ 
tected  by  guards  and  accessible  only  to  authorized  persons  properly 
screened,  trained  and  cleared. 

Retention  and  disposal:  Temporary,  destroyed  after  3  years. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits’,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  wnte  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Responsible  persons  involved,  their  su¬ 
pervisors  and  other  persons  aware  of  facts  surrounding  loss, 
damage  or  destruction  of  DIA  property. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0800 

System  naam:  800  Project  Files 

System  location:  Human  Resource  Division,  Directorate  for  At¬ 
taches  and  Human  Resources,  Defease  Intelligence  Agency,  Pom- 
ponk)  Plaza  Building,  Rosslyn,  Virginia  22209 


Categories  of  individuals  covered  by  the  system:  Individuals  in¬ 
volved  in  foreign  intelligence  activities  conducted  by  the  Depart¬ 
ment  of  Defense. 

Categories  of  records  in  the  system:  Letters,  messages,  memoran¬ 
da  and  other  miscellaneous  correspondence  relating  to  fdreign  intel¬ 
ligence  activities  conducted  by  the  Department  of  Defense. 

Authority  for  nuintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  Defense  Intel¬ 
ligence  Anncy  staff  management  over  foreign  intelligence  opera¬ 
tions  conducted  by  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  index  card  files  and  com¬ 
puter  paper  printouts. 

Retrievahility:  Filed  numerically  by  pijsject  number  and 
alphabetically  by  subject  or  project  name. 

Safeguards:  Files  are  kept  in  GSA  approved  security  containers 
with  three  position  dial-type  combination  locks.  Building  employs 
security  guards.  Files  are  maintained  in  areas  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained.  Safe  containers  are  locked,  checked  and  double-checked  at  - 
the  close  of  business  each  day. 

Retention  and  disposal:  Files  are  basically  temporary,  although 
some  permanent  files  are  maintained.  Files  are  retained  as  working 
and  reference  files  in  active  status  while  project  is  active.  Upon 
completion  of  the  project  most  of  the  records  are  destroyed  by 
burning,  although  skeleton  files  on  selected  projects  are  maintained 
permanently. 

System  manager(s)  and  address;  Deputy  Director  for  Attaches  and 
Human  Resources,  Defense  Intelligence  Agency,  Washington,  D.C. 
20301 

Notification  procedure:  See  EXEMPTION 

Record  access  procedures:  See  EXEMPTION 

Contesting  record  procedures:  See  EXEMPTION 

Record  source  categories:  See  EXEMPT  ION 

Systems  exempted  from  certain  provisioas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a  (j)  or  (k)  as  applicable. 
For  additional  information,  contact  the  Defense  Intelligence  Agen¬ 
cy,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

L  DIA  0801 

System  name:  801  Attaches  and  Human  Resources  Personnel  Infor¬ 
mation  Files 

System  location:  Primary  System.  AH-5,  Personnel  Support  Divi¬ 
sion,  ITirectorate  for  Attaches  and  Human  Resources,  Defense  In¬ 
telligence  Agency,  Pompohio  Plaza  Building,  Rosslyn,  Virginia 
22209. 

Decentralized  Segments.  World-wide  Defense  Attache  Officers, 
and  Geographical  Area  Divisions  AH-2  through  AH-9,  Administra¬ 
tive  Division  AH-X  and  Policy  and  Programs  Division  AH-1, 
Directorate  for  Attaches  and  Human  Resources,  Defense  Intel¬ 
ligence  Agency,  Pomponio  Plaza  Building,  Rosslyn,  Virginia  22209. 

Categories  of  individuals  covered  by  the  system:  Officer  and  en¬ 
listed  persoimel,  and  dependents,  of  all  Services  and  civilians 
nominated  for  assignment  to  the  Defense  Attache  System  or  the 
Directorate  for  Attaches  and  Human  Resources. 

Categories  of  records  in  the  system:  File  contains  military  duty 
history  records,  personal  histo^  statement,  medical  certificates, 
photographs,  letters  of  nomination,  miscellaneous  correspondence 
relating  to  fiersonnel  actions,  security  clearance  forms  and  related 
correspondence,  training  schedules  and  forms,  autobiographical 
data,  letters  of  commen^tion  and  appreciation.  Chiefs  of  Mission 
evaluations,  efficiency  report  information,  awards  and  decorations 
correspondence,  promotion  statistics,  applications  for  passports  and 
visas,  transportation  requests. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  I%1,  Delegation  12.  Develop, 
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establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Programi  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  19S0  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  pre^nt  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  ofmanagement.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uaes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^ocess  nominations  for 
assignment  to  the  Directorate  for  Attaches  and  Human  Resources 
and  the  Defense  Attache  System,  provide  documents  to  initiate 
security  clearances,  process  suspensed  personnel  actions,  use  as  a 
reference  file,  process  efficiency  reports  and  awards  and  decora¬ 
tions,  process  passports,  visas,  and  transportation  requests. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  visible  and  vertical  card 
files  and  computer  paper  printouts. 

RetrievabiUty:  Filed  alphabetically  by  last  name. 

^eguards:  Files  are  kept  in  GSA  approved  containers  with  three 
position  dial-type  combination  locks.  Building  employs  security 
guards.  Files  are  maintained  in  areas  accessible  only  to  authorized 
personnel  who  are  properly  screened,  cleared  and  trained.  Safe 
containers  are  locked,  checked  and  double-checked  each  day  at  the 
close  of  business. 

Retention  and  disposal:  Files  are  temporary.  They  are  retained  as 
working  and  reference  files  in  active  status  until  completion  of  the 
individual’s  tour,  at  which  time  they  are  transferred  to  an  inactive 
file  for  one  additional  year  and  then  disposed  of  by  burning. 

System  manager(s)  and  address:  The  Deputy  Director  for  At¬ 
taches  and  Human  Resources,  Defense  Intelligence  Agency,  the 
Pentagon  (12th  Floor  Pomp  Plaza)  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268. 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington.  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Parent  Service  of  individual,  immediate 
supervisor  on  station.  Ambassadors  and  other  directorates  of  DIA 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0802 

System  name:  802  Project  Files 

System  location:  AH-IO,  Hunum  Resource  Division,  Directorate 
for  Attaches  and  Human  Resources,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301. 


Categories  of  individuals  covered  by  the  system:  Individuals  in¬ 
volved  in  training  activities  conducted  by  the  Department  of 
E>efense. 

Categories  of  records  in  the  system:  Letters,  messages,  memoran¬ 
da  and  other  miscellaneous  correspondence  relating  to  training  ac¬ 
tivities  conductMl  by  the  Department  of  Defense. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI0S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routidc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  Defense  Intel¬ 
ligence  Agency  staff  management  over  training  conducted  by  the 
[Apartment  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  index  card  files  and  com¬ 
puter  paper  printouts. 

Retrievahility:  Filed  numerically  by  project  number  and 
alphabetically  by  subject. 

Safeguards:  Files  are  kept  in  GSA  approved  security  containers 
with  t^e  position  dial-type  combination  locks.  Building  employs 
security  guards.  Files  are  maintained  in  areas  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained.  Safe  containers  are  locked,  checked  and  double-checked  at 
the  close  of  business  each  day. 

Retention  and  disposal:  Files  are  basically  temporary,  although 
some  permanent  files  are  maintained.  Files  are  retained  as  working 
and  reference  files  in  active  status  while  project  is  active.  Upon 
completion  of  the  project  most  of  the  records  are  destroyed  by 
burning,  although  skeleton  files  on  selected  projects  are  maintained 
permanently  in  this  office. 

System  nianager(s)  and  address:  Deputy  Director  for  Attaches  and 
Human  Resources,  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Notification  procedure:  See  EXEMPTION 

Record  access  procedures:  See  EXEMPTION 

Contesting  record  procedures:  See  EXEMPTION 

Record  source  categories:  See  EXEMPTION 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  5S2a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Defense  Intelligence  Agen¬ 
cy,  ATTN:  SC  (PA  1974),  Washington,  D.C.  20301. 

LDIA  0803 

System  name:  803  Defense  Attache  Investigation  File 

System  location:  Defense  Intelligence  Agency,  DS-6A,  Washing¬ 
ton,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Case  files  of  in¬ 
dividuals  who  were  subjects  of  security  or  criminal  investigations 
while  assigned  to  the  Defense  Attache  System. 

Categories  of  records  in  the  system:  Records  of  Investigation 

Records  of  Debriefs 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  amd  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uaes:  For  general  reference 
purposes,  determination  of  personnel  assigned  to  Attache  system 
and  determination  of  crank  letters,  allegations,  or  individuals.  Rou¬ 
tinely  used  by  DoD  investigative  agencies,  the  FBI  and  CIA. 
Si^ific  uses  include:  Back^ound  i^onnation,  suitability  deter¬ 
minations,  and  possible  prosecution. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  I^per  records  in  file  folders. 
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PRIVACY  ACT  ISSUANCES 


RctricYabiUty:  Filed  by  name. 

Safeguards:  Safeguards  include  restricted  area  with  controlled  ac¬ 
cess. 

Rcteatloo  and  disposal:  This  file  is  the  record  copy  and  must  be 
retained  indefinitely. 

Systcn  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notificatioa  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA^s  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numl^r  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  obtained  from  investigative 
sources  and  debriefs. 

Systems  esempted  from  certain  provisions  of  the  act:  None 
L  DIA0804 

System  name:  804  Defense  Attache  Roster 

System  location:  Defense  Intelligence  Agency,  DS-6A,  Washing¬ 
ton,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Personnel  previ¬ 
ously  assigned  to  the  Defense  Attache  System  (DAS).  Personnel 
presently  assigited  to  the  DAS. 

Categories  of  records  in  the  system:  Card  File  Information.  In¬ 
cludes  name,  rank,  estimated  time  of  arrival  (ETA)  on  station,  esti¬ 
mated  time  of  departure  (ETD)  from  station  and  security  violations 
or  reasons  for  removal  from  the  DAS. 

Attache  Roster  Information.  Includes  name,  rank,  date  of  rank, 
ETA  and  ETD. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Srction  S06(b)  of  Uie 
Federal  Records  Act  of  19S0  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  aitd  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  oi  an  agency. 

Routine  uses  of  records  maintained  in  the  sjnrtem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Files  are  maintained  tor 
investigative  lead  purposes:  Categories  of  users  may  include:  Naval 
Investigative  Service;  Office  of  Special  Investigations,  USAF;  US 
Army  Military  Intelli^nce;  Fedeiid  Bureau  of  Investigation;  Cen¬ 
tral  Intelligence  Agency.  Specific  uses  include:  Verification  of  em¬ 
ployment,  Verification  of  time  frame  at  station,  verification  of 
identities  of  other  persons  on  station  who  know  individual  in 
question. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiiig  of  records  in  the  system: 

Storage:  Paper  records  in  notebook  binders  by  country  name  and 
file  cards. 

Retrievability:  By  individual’s  name. 

Safeguards:  Safeguards  include  restricted  area  with  controlled  ac¬ 
cess. 

Retention  and  disposal:  Indefinitely  retained  as  record  copy. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Nodficatioo  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  fuU  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Coutesdug  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  obtained  from  DIA 
Defense  Attache  Roster  and  Defense  Attache  System  Reports. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0805 

System  name:  803  Request  for  Irregular  Overtime 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301 

Categories  of  individuals  covered  by  the  system:  AH  personnel 
scheduled  to  perform  overtime. 

Categories  of  records  in  the  system:  File  contains  employee’s 
name,  grade,  salary,  hours,  date,  and  total  proposed  overtime. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  3103.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  306(b)  of  the 
Federal  Records  Act  of  1930  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routiiie  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  file  of  ir¬ 
regular  overtime  for  personnel  management,  budget  and  statistical 
purposes. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  paper  folder. 

Retrievability:  Filed  with  budget  requiring  manual  search  by 
name. 
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Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screenedg  cleared  and  trained. 

Rctendon  and  disposal:  Record  kept  one  year  and  destroyed. 

System  maiiager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numlwr  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  provided  by  supervisors  at 
the  time  overtime  is  requested. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0806  - 

System  name:  806  Security 

System  location:  Reference  Library  Branch,  Central  Reference 
Division,  Directorate  for  Support,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Any  individual  as¬ 
signed  to  DS-4A  who  has  been  involved  in  security  violations,  in¬ 
vestigations,  destruction  of  classified  material,  name  appears  on  ac¬ 
cess  rosters  for  areas  within  the  branch  and/or  authorizations  to  ac¬ 
cess  specific  types  of  intelligence,  or  any  individual  whose  name 
and  clearance  has  been  passed  through  DIA  security  in  order  to 
gain  access  to  the  DIA  Library  or  any  of  its  annexes.  Any  in¬ 
dividual  assigned  to  DS-4A  whose  name  and  clearance  has  been 
forwarded  to  another  Agency  or  Departntent.  Individuals  within  the 
Branch  with  DIAOLS  authorization. 

Categories  of  records  in  the  system:  Security  violations,  DIA 
Local  Access  Roster,  reprimands,  DIAOLS  Access  Authorization 
(DIA  Form  836),  Alarmed  Area  Access  List  (AFHQ  0-585), 
Destruction  Certificate  (DIA  Form  36),  DA  Form  24%  (Disposition 
Form),  CBKS  Form  1040  (US  Army  War  College  Visitor  Security 
Clearance  Verification),  HQ  MDW  FL  43  (Visitor  Security  Data), 
MDW  Form  98  (Notification  of  Security  Determination),  H(j, 
YSACDC  FN  159R  (Visitor  Security  Data),  AIL  Information 
Systems  Visit  Request  Form,  USAETL  Form  14  (Visit  Clearance 
Request),  SME  Form  2105-1  (Visit  Clearance  Request),  FTD  Form 
10  (Visit  Authorization  Request  for  US  Citizens),  CAA  Form  letter 
2  (Security  Clearances),  USACDC  Form  Itr  2%  (Visitor  Security 
Data),  XST  HQ  Form  M  (Notice  of  Clearance  and  Request  for  Ac¬ 
cess/Accreditation),  OPNAV  Form  5521/27  (Visit  Request  Visitor 
Clearance  Data),  I^  638  General  Electric  (Request  for  Visit),  CIN- 
5  (Notice  of  (General  Accounting  Office  Visit),  OPNAV  518/145 
(Naval  Speedletter),  ONA  Form  502.1  (Visit  Request),  NAVSO 


5216/2  (Naval  Speedletter),  OPS  FL  8  (Security  Clearance),  Rand 
Corp.  Form  361  (Visit  Clearance  Request),  Ship  System  Inc  Form 
SSI  A-11  (Visit  Request  Form),  Various  form  letters  from  Private 
Businesses,  Government  Agencies  and  Military  Departments,  .let¬ 
ters  of  authorizations,  and  courier  rosters. 

Authority  (or  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  1%I,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing 'Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  keep  a  record  of 
security  violations  or  violators.  Certificates  serve  as  proof  of 
destruction  of  classified  documents.  Visit  requests  and  authoriza¬ 
tions  provide  listing  of  authorized  library  visitors.  Access  rosters 
provide  listing  of  individuals  authorized  to  access  specific  areas  of 
intelligence,  ^ovides  listing  of  DIA/DSt4A  personnel  authorized  to 
visit  other  agencies  or  departments'. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  5x8  card  index  file,  letters 
and  forms  anchored  in  binder. 

Retrievability:  Random  access,  alphabetically  by  name,  by  Agen¬ 
cy,  Firm,  Military  Department  or  Corporation  alphabetically  then 
random  access. 

Safeguards:  Records  are  maintained  in  vaulted  area  accessible 
only  to  authorized  personnel. 

Retention  and  disposal:  Tempor^.  Retained  two  years  after 
completion  of  final  corrective  or  disciplinary  action,  except  those 
classified  as  felonies,  and  then  destroyed.  Data  on  felonies  would 
be  retained  until  completion  of  final  action  or  adjudication  and  then 
destroyed.  Access  records  are  maintained  until  superseded,  can¬ 
celled,  expired  then  destroyed.  Destruction  certificates  are  kept  for 
two  years  then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  InteUigence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  sho^d  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesdng  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Statements  from  discoverer  of  viola¬ 
tion,  witnesses,  supervisor  and/or  investigators.  Visitor  clearance 
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information  passed  vertmlly  and  in  writing  from  the  DIA  Security 
Office.  Couners  are  nominated  by  Branch  Chief  and  Supervisors. 
Branch  access  rosters  are  compiled  internally;  other  rosters  are 
passed  through  the  DIA  Security  Office  to  DS-4A. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
L  DIA  0807 

System  name:  807  Management  Analysis 

System  location:  Directorate  for  Intelligence  Divisions,  Branches 
and  Sections  located  in  the  Pentagon,  ’A’  and  ’B’  Buildings  at 
Arlington  Hall  Station,  Old  Post  Office  Building  and  Building  213. 

Categories  of  individuals  covered  by  the  system:  All  civilian  and 
military  employees  on  duty  in  the  Directorate  for  Intelligence. 

Categories  of  records  in  the  system:  Records  pertaining  to  the 
methods  of  analyzing  management  in  terms  of  mission  or  organiza¬ 
tional  objectives,  operational  procedures,  and  performance  stan¬ 
dards.  This  includes  Man-hour  and  Reporting  System  within  the 
.  Directorate  for  Intelligence. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Deputy  Director  for  In¬ 
telligence  -  To  provide  responses  concerning  man-hour  expendi¬ 
tures  to  queries  by  the  Command  Element,  Divisions,  Auditors  and 
Study  Groups. 

Division  Chiefs  -  To  provide  data  for  production  program  and 
resource  planning,  operational  control,  and  management  analyses 
purposes. 

Flans  and  Resources  Branch  -  To  provide  automated  weekly, 
monthly,  quarteriy,  semiannual  and  annual  reports  to  Directorate 
for  Intelligence  elements  down  to  Section  level. 

Individual  -  To  provide  an  accurate  accounting  of  the  application 
of  effort. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records. 

Retrievability:  Section,  subject,  function,  product  and  consumer. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  secure  areas  in  safes  and  cabinets  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  temporary.  Inputs  are 
destroyed  three  weeks  after  keypunch.  The  annual  report  and  tape 
are  maintained  for  five  years. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washmgton.  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  FuU  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 


whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person's  presence. 

Cootesdiw  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Related  form  from  individual  relevant 
to  man-hour  reporting. 

Systems  exempted  from  certain  provWons  of  the  act:  None 
L  DU  0806 

System  name:  808  Training  Facilities  Records 

System  location:  Directorates  and  Major  Staff  Elements,  Defense 
Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  Individuals  covered  by  the  system:  All  civilian  and 
military  employees  on  duty  in  the  Dir^torate  for  Intelligence. 

Categories  of  records  in  the  system:  Files  relating  to  civilian  and 
military  training  courses;  includes  DIA  Forms  302  and  other  docu¬ 
mentation  of  training  in  Government  and  non-Govemment  facilities. 
DIA  Form  68,  Request  for  Training.  Courses  attended  and  related 
information. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  mahitained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  process  applications, 
to  request  special  training,  to  monitor  and  maintain  records  of  aU 
training  of  military  and  civilian  employees,  to  manage  educational 
development. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  by  subject  and  by  Division. 

Safeguards:  Buildings  employ  security  giuuds.  Records  are  main¬ 
tained  in  secure  areas  in  safes  and  cabinets  accessible  only  to 
authorized  personnel  who  are  properiy  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  temporary  and  are  destroyed 
six  months  after  training  is  completed. 

System  mamigerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  DX^.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intell^nce  Agency,  ATTN:  SC 
(PA  1974),  Washmgton,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  itetennine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  plaM  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  &e  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Reuuest  should  state  that 
whatever  cost  is  invtrfved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 
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Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  acconq>any- 
ing  persoas  presence. 

CootesdiM  recocd  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington. 
D.C.  20301. 

Record  source  categories  Correspondence  from  office  requesting 
training  of  individuals. 

Systens  exempted  from  certain  provisious  of  the  act:  None 
L  DIA  0808/01 
System  name:  808/1  Request  for  Training 
System  location:  Directorates  and  Major  Staff  Elements.  Defense 
Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  File  is  maintained 
on  employees  requesting  special  training. 

Categories  of  records  in  the  system:  Record  of  training  requested 
and  accomplished,  justification  for  training,  where  training  accom¬ 
plished  (DIA  Form  302  and  Form  68). 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  I,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Srotion  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  verify  training  ac¬ 
complishments  aitd  costs. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Filed  alphabetically 

Safeguards:  Stored  in  locked  container  with  access  limited  to 
need-to-know  basis. 

Retention  and  disposal:  Retained  one  year  beyond  current  calen¬ 
dar  year  and  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  Uie  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  personas  presence. 

Contcstiiu  record  procedures:  The  Agency’s  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 


tions  by  the  individual  concerned  may  be-  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  catcfories:  Employee  requesting  training. 

Systems  exempted  from  certain  proviskms  of  the  act:  None 
L  DIA  0809 

System  name:  809  Off  Duty  Employment  Report 

System  location:  Directorates  and  Major  Staff  Elements,  Defense 
Intelligence  Agency,  Washington,  D.C.  20301. 

Categorim  of  individuab  covered  by  the  system:  All  personnel  em¬ 
ployed  during  off  duty  hours. 

Categorim  of  records  in  the  system:  Record  contains  employee’s 
name,  social  security  number,  job  title,  element,  duty  hours,  name 
and  address  of  off  duty  emfdoyer,  description  of  work. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  aind  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  SMtion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  keep  record  of  per¬ 
sonnel  employed  during  off  duty  hours.  Insure  no  conflict  with 
DoD  interests. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  in  paper  folders. 

Retrievability:  Filed  alphabetically  by  employee’s  last  name  in 
personnel  folder. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Record  kept  as  long  as  person  is  em¬ 
ployed  or  as  long  as  off  duty  employment  is  in  effect. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security' 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  follow!^  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  i^ce  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  persoirs  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  provided  bv  individual  and 
supervisor(s)  at  the  tune  DIA  Form  780  is  submittea. 


FEDERAL  REGISTER,  VOL.  42,  NO.  188 — WEDNESDAY,  SEPTEMBER  28,  1977 


51166 


PRIVACY  ACT  ISSUANCES 


Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0810 

System  name:  810  Library  CircuiaUon  File 

System  location:  Reference  Library  Branch,  Central  Reference 
Division,  Directorate  for  Support,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Any  person  who 
has  borrowed  and  not  yet  returned  materials  to  the  Library. 

Categories  of  records  in  the  system:  File  identifies  items  which  are 
on  loan  and  who  has  borrowed  them  including  name,  office  and 
telephone  number. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  recodified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  Library  Branch,  identifi- 
cadon  of  who  has  a  specific  item,  when  the  item  is  due  for  return, 
and  identification  of  what  a  person  has  on  loan  for  return  to  the 
library  at  the  time  of  leaving  the  Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Stored  in  Access  60  retrieval  machine  on  special  cards 
upon  which  is  affixed  the  data. 

Retrievability:  Information  retrieved  by  name  of  borrower,  call 
number  of  item  borrowed,  and  due  date  for  return. 

Safeguards:  File  is  under  observation  of  the  Circulation  Staff  at 
all  times  when  facility  is  open,  access  restricted  to  Library  Staff 
members. 

Retention  and  disposal:  Records  maintained  only  while  materials 
are  on  loan,  records  are  destroyed  upon  return  of  item. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in' order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following;  Full  name,  date  and  pice  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  Uie  Defense  Intelligence  Agency,  ATTN;  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  inmvidual’s  record  in  the  accompany¬ 
ing  personas  presence. 

ContesdiM  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Document  call  number  and  due  date  as¬ 
signed  internally,  borrower  gives  name,  office,  and  telephone 
number. 

Systems  exempted  from  certain  provisions  of  the  act:  None 


L  DU  0811 

System  name:  811  Intelligence  Report  Indexing  System  (IRISA) 

System  location:  Defense  Intelligence  Agency,  DS-4B,  Washing¬ 
ton,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  individuals 
listed  in  Intelligence  Information  Reports  received  by  DS-4B. 

Categories  of  records  in  the  system:  Record  consists  of  in- 
dividum's  name  and  related  data.  Data  input  on  Forms  610  and  40. 

Authority  for  nuintetuince  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  I%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Rotidnc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  IRISA  data  is  used  for 
reference  queries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Data  is  stored  on  magnetic  tapes. 

Retrievability:  Data  may  be  retrieved  via  individual’s  name. 

Safeguards:  Only  persons  with  proper  security  and  computer  ac¬ 
cess  may  query  IRISA. 

Retention  and  disposal:  The  data  is  part  of  the  permanent  IRISA 
file. 

System  managerfs)  and  address:  Records  Management  Officer, 
Eiefense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  tecords 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters' may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following;  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN;  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  The  source  for  the  data  is  intelligence 
information  reports  received  by  DS-4B  for  indexing/cataloging. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0812 

System  name:  812  ASDIA  All  Source  Document  Index 

System  location:  Defense  Intelligence  Agency,  DS-4B,  Washing¬ 
ton,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Information  is  ex¬ 
tracted  from  documents  and  stored  in  automated  file.  Occasionally 
names  of  hi^  level  government  personnel  or  Americans  harmed 
(while  abroad)  are  mentioned. 
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Catcforics  of  records  in  the  system:  Record  contains  individual’s 
name  and  related  data.  Data  input  Form  217-1,  217-2,  2I7-a,  and 
217-b. 

Authority  tor  maintenance  of  the  system:  Department  of  Defense 
Directive  5I0S.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  19S0  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  oi  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  reference  queries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Data  is  stored  on  magnetic  tape. 

Retrievahility:  Data  is  retrievable  via  individual’s  name. 

Safeguards:  Only  persons  with  proper  security  and  access  may 
query  ASDIA. 

Retention  and  disposal:  The  record  is  a  permanent  part  of  the 
FILE. 

System  nunager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washmglon,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numlwr  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizina  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  personas  presence. 

Contesdug  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Documents  received  by  DS-4B  for  in¬ 
dexing/cataloging. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
L  DU  0813 

System  name:  813  Automated  Bibliographic  Data  Files,  ASDIA, 
IRISA,  IRFLA 

SyUtem  location:  Reference  Library  Branch,  Central  Reference 
Division,  Directorate  for  Support,  Defense  Intelligence  Agency, 
Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  ASDIA  file 
represents  an  automated  file  of  authors  of  books  and  documents 
from  June  1973  to  present  with  biographic  citations  where  in¬ 
dividuals  are  included  within  the  subject  contents  of  the  items. 

IRISA  file  represents  citations  to  Intelligence  Information  Re¬ 
ports  September  1971  to  present  with  biographic  notations  where  an 
individual  is  the  subject  of  the  report  or  where  a  Defense  Attache 
is  the  author  of  the  report. 


IRFLA  file  represents  citations  to  InteUigence  Information  Re¬ 
ports  June  I%5  to  Sept  1971  with  biographic  notations  where  an  in¬ 
dividual  is  the  subject  of  the  report. 

Categories  of  records  in  the  system:  ASDIA  contains  citations  to 
books,  classified  studies  and  papers  entered  into  the  DIA  Library 
collection  for  InteUigence  research  purposes. 

IRISA  contains  citations  to  aU  Intelligence  Information  Reports 
received  by  DIA  from  September  1971  to  present. 

IRFLA  contains  citations  to  aU  Intelligence  Information  Reports 
received  by  DIA  from  June  I96S  to  September  1971. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  SMtion  506(b)  of  die 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ASDIA,  IRISA  and 
IRFLA  used  for  document  and  subject  searches  including  bio¬ 
graphies.  IRISA  also  used  for  identification  of  reports  product  by 
various  attaches. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Stored  in  automated  form  by  DIA  computers. 

Retrievahility:  Information  retrieved  by  subjects  and  individual 
names  through  on-line  or  off-line  means. 

Safeguards:  Access  to  files  based  upon  security  clearance,  and 
need  to  know,  not  restricted  to  Library  Branch  personnel  except 
for  IRFLA  which  is  accessed  only  by  Library  personnel. 

Retention  and  disposal:  Files  are  retained  indefinitely. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  accen  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  inmvidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Intelligence  reports,  studies,  and  open 
source  literature. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0814 

System  name:  814  Timekeeper  Station  Listing 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C:.  20301. 
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Categories  ct  indivldiials  covered  by  the  system:  All  civilian  cm- 

B*  ees  of  DIA  by  organization  code  number  in  Washington 
quarters. 

Categories  of  records  in  the  system:  Listing  of  all  civilian  em¬ 
ployees  by  organization  code  number  •  listing  names. 

Antbority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  ot  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  separate 
employees  by  payroll  number  and  location.  Files  are  ref.tricted  to 
personnel  of  Financial  Policy  and  Accounting  Division  (CC-1)  and 
respective  timekeepers  and  payclerks  concerned  on  a  ’ne>^  to 
know*  basis. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 
Retrievability:  Retrieved  by  individual’s  name  and  organization 
code  number. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  'need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Wash^ton,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  Ae  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  th6  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in<hvidual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  All  data  supplied  by  PM,  Timekeepers 
and  payclerks. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0815 

System  name:  815  Cost  of  Annual  Leave  Balance  Report 
System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  AU  Washington 
Area  mvilian  employees  of  DIA  who  earn  leave  in  Washington 
headquarters. 


Categories  of  records  in  the  system:  Listing  of  balance  of  each 
DIA  civilian  employee's  leave  •  annual  and  si(^  leave. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  fd  such  uses:  Purpose  is  to  have 
available  historical  files  of  individual  payroll  matters  relating  to 
DIA  civilian  employees.  Files  are  restricted  to  personnel  of  PM  and 
Financial  Policy  and  Accounting  Division  (CC-1)  on  a  'need  to 
know’  basis. 

Policies  and  practice^  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual’s  name  and  organization 
code  number. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-I  have 
access  on  a  ’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  Ae  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accomp>any- 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  All  data  supplied  by  U.S.  Army 
Finance. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0816 

System  name:  816  DIA  Employee  Personal  Services  DA  2449 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  Washington 
area  civilian  employees  currently  being  paid  by  DIA  in  Washington 
headquarters. 

Categories  of  records  in  the  system:  Listing  of  amounts  and 
deductions  for  each  DIA  civilian  employee  by  pay  period. 
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Authoriijr  lor  mointcBaBcc  of  the  system:  Department  of  Defense 
Directive  S10S.21;  dated  August  1,  l%l.  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  596(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Roudnr  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have 
available  historical  files  of  individual  payroll  matters  relating  to 
DIA  civilian  employees.  Files  are  restricted  on  a  ’need  to  know’ 
basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 
Retrievability:  Retrieved  by  individual’s  name. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  ’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  retained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  All  data  supplied  by  U.S.  Army 
Finance. 

Systems  exempted  from  certain  provisions  ol  the  act:  None 
L  DIA  0817 

System  name:  817  DIA  Employee  Bond  Issuance  Schedule  DD 
I084C 

System  locatkm:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  receiving  bonds  in  DIA  in  Washington  headquarters. 

Categories  of  records  in  the  system:  Listing  of  bonds  by 
deiKMmnations  issued  to  employees  by  pay  period. 

Authority  (or  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  continuing  Records  Manage¬ 
ment  Pitwram,  pursuant  to  the  provisions  of  S^tion  506(b)  of  the 
Federal  Records  Act  of  19M  (44  U.S.C.  396(b)).  This  statute  has 


been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

RoutiiK  uses  of  records  nrnintainrd  iu  the  system,  inclndmg  catego 
rics  of  users  and  the  purpoacs  of  such  uses:  Piupose  is  to  have 
available  historical  files  of  individual  payroll  matters  relating  to 
DIA  civilian  employees.  Files  are  restrict^  on  a  ’need  to  know’ 
basis. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual’s  name  and  payroll 
number. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  ’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer. 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notificatiun  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon.  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  All  data  supplied  by  U.S.  Army 
Finance. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0818 

System  name:  818  DIA  Employee  Civilian  Payroll  Checks  Listing 

System  location:  Defense  Intelligence  Agency,  CC-1 ,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  DIA  who  are  receiving  salary  in  Washington  headquar¬ 
ters. 

Categories  of  records  in  the  system:  Listings  of  paychecks  issued 
to  emfdoyees  by  pay  period. 

Authority  (or  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 
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PRIVACY  ACT  ISSUANCES 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoMS  of  such  uses:  Purpose  is  to  have 
available  historical  files  of  individual  payroll  matters  relating  to 
DIA  civilian  employees.  Files  are  restricted  to  personnel  of  Finan¬ 
cial  PoUcy  and  Accounting  Division  (CC-1)  on  a  'need  to  know' 
basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual's  name. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  'need  to  know'  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  IntelUgence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN;  SC  (PA-1974),  Washington, 
D  C.  20301. 

Record  source  categories:  All  data  supplied  by  U.S.  Army  Finance 
and  individual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0819 

System  name:  819  Collection  of  Indebtedness  due  U.S.  Government 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington,' 
D  C.  20301. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  DIA  who  are  indebted  to  U.S.  Government. 

Categories  of  records  in  the  system;  Case  files  of  civilian  em¬ 
ployees  of  DIA  who  are  indebted  to  the  U.S.  Government. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI05.2I,  dated  August  I,  l%I,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have 
available  historical  files  of  DIA  employees  who  are  indebted  to  the 
U.S.  Government.  FQes  are  restricted  to  personnel  of  Comptroller's 
Office  (CC)  on  a  'need  to  know'  basis. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  alphabetically  filed. 

Retrievability:  Retrieved  by  individual's  name. 

Safeguards;  Secured  safe.  Personnel  of  CC-1  have  access  on  a 
'need  to  know'  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  retired  to  Federal  Records  Center. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN;  SC 
(PA  1974),  Washington,  D  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following;  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN;  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN;  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Data  is  supplied  by  Defense  Intelligence 
Agency  and  U.S.  Army  Finance  Office. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0820 

System  name:  820  DIA  Employee  Payroll  Authorization  for  Disposi¬ 
tion  of  Salary  Check,  Bond  DIA  945. 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  DIA  who  advise  us  of  disposition  of  their  check/bonds 
when  leaving  DIA  in  Washington  headquarters. 

Categories  of  records  in  the  system:  Record  of  authorization  to 
forw2krd  checks/bond. 

Authority  (or  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  such  uses:  Purpose  is  to  have 
available  historical  files  of  individual  payroll  matters  relating  to 
DIA  civilian  employees.  Files  are  restricted  to  personnel  of  Finan¬ 
cial  Policy  and  Accounting  Division  (CC-I)  on  a  'need  to  know' 
basis. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 
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Rctricvability:  Retrieved  by  individual’s  name. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  'need  to  know'  basis. 

Retentioii  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974).  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  All  data  supplied  by  individual  con¬ 
cerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0821 

System  name:  821  DIA  Travel  Record  DIA  766 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  Washington 
area  civilian  employees  of  DIA  who  travelled  -  Washington 
headquarters. 

Categories  of  records  in  the  system:  Documentation  relating  to 
DIA  civilian  employees  who  travelled  for  DIA. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  a 
readily  available  historical  file  of  individual  travel  matters  relating 
to  civilian  employees  of  DIA.  Files  are  restricted  to  personnel  of 
Financial  Policy  and  Accounting  Division  (CC-1)  on  a  'need  to 
know’  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual's  name. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  'need  to  know'  basis. 


Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  retired  to  records  center. 

System  mai^er(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Inteihgence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial;  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  All  data  is  obtained  by  accounting  docu¬ 
ments  furnished  by  DIA  Travel  Branch  and  U.S.  Army  Finance. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0822 

System  name:  822  Signature  Card  DD  577,  Individual  Signature 
Cards 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  DIA  authorized  to  certify  bills  and  receipt  of  goods  in 
Washington  headquarters. 

Categories  of  records  in  the  system:  Signature  cards  for  each  DIA 
civilian  employee  authorized  to  certify  bills  or  receipt  of  goods. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have 
available  historical  files  of  individuals  authorized  to  certify  bills  and 
goods  in  DIA.  Files  are  restricted  to  personnel  of  Financial  Policy 
and  Accounting  Division  (CC-1)  on  a  'need  to  know'  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  alphabetically  filed. 

Retrievability:  Retrieved  by  individual's  name. 

Safeguards:  Access  to  area  is  controlled.  Personnel  of  CC-1  have 
access  on  a  'need  to  know’  basi. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  retired  to  Records  Center. 

System  managers)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 
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PRIVACY  ACT  ISSUANCES 


Notifkatioa  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974).  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  Mrsonal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person's  presence. 

Coutesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  AT"rN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  All  data  is  supplied  by  individual  con¬ 
cerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0823 

System  name:  823  Requests  for  Waiver  of  Indebtedness  Resulting 
from  Erroneous  Payments 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D  C.  20301. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  DIA  requesting  waiver  of  indebtedness. 

Categories  of  records  in  the  system:  Civilian  employees  of  DIA 
who  requested  a  waiver  of  indebtedness. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have 
available  historical  files  of  individuals  who  requested  waiver  of  in¬ 
debtedness  resulting  from  erroneous  payments  of  pay  and  al¬ 
lowances  for  civilians.  Files  are  restricted  to  personnel  of  DIA 
Comptrollers  (CC)  and  General  Accounting  Office  on  a  ’need  to 
know’  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  alphabetically  filed. 

Retrievahility:  Retrieved  by  individual’s  name. 

Safeguards:  Secured  Safe.  Personnel  of  CC-1  have  access  on  a 
’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  retired  to  Federal  Records  Center. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington.  D.C.  20301. 


Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3F268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individu^’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  fur  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D  C.  20301. 

Record  source  categories:  Data  is  supplied  by  individual  con¬ 
cerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0824 

System  name:  824  Retirement  Records  SF2806 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D  C.  20301. 

Categories  of  individuals  covered  by  the  system:  Employees  cur¬ 
rently  having  retirement  deductions  withheld  under  (iivil  Service 
System. 

Categories  of  records  in  the  system:  Documentation  relating  to  in¬ 
dividual  civilian  employees  of  DIA  who  are  under  Civil  Service 
Retirement  System  in  the  Defense  Attache  System. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have  a 
readily  available  historical  file  of  individual  retirement  matters 
relating  to  DIA  employees  at  Defense  Attache  Offices.  Provides  ac¬ 
cessible  reference  on  retirement  matters  and  is  restricted  to  Finan¬ 
cial  Policy  and  Accounting  Division  (CC-1)  on  a  ’need  to  know’ 
basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievahility:  Retrieved  by  individual’s  name. 

Safeguards:  Secured  Safe.  Personnel  of  CC-1  have  access  on  a 
’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  forwarded  to  Civil  Service  Commission.  Copy  of  original  card 
maintained  and  filed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 
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Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  nas  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  infomtation  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  tne  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numt^r  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person^ s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  All  data  is  supplied  by  U.S.  Defense  At¬ 
tache  Office  and  payroll  office. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0825 

System  name:  825  DIA  53  Payclerk/Supervisor  Name  Card 

System  location:  Defense  Intelligence  Agency,  CC-I,  Washington, 
D  C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  in  DIA  headquarters  who  are  assigned  as  payclerks  or  su¬ 
pervisors. 

Categories  of  records  in  the  system:  Card  file  listing  names  of  per¬ 
sons  authorized  to  pick  pay  checks  up  and  sign  time  and  attendance 
cards. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have 
available  historical  files  of  individuals  authorized  as  payclerks  and 
to  sign  time  and  attendance  cards. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  filed  by  organization  code  number. 

Retrievahility:  Retrieved  by  individual’s  name. 

Safeguards:  Secured  Safe.  Personnel  of  CC-I  have  access  on  a 
’need  to  know’  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D  C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 


the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  plaM  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  sho^d  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D  C.  20301. 

Record  source  categories:  All  data  is  supplied  by  individual  con¬ 
cerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0826 

System  name:  826  Request  for  DoD  Management  Education  and 
Training  Program  Courses 

System  location:  Management  Analysis  and  Information  Branch 
(CC-2B),  Manpower  and  Management  Division  (CC-2),  Comptroller 
(CC),  Etefense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  All  employees  of 
the  Office  of  the  Comptroller,  Defense  Intelligence  Agency,  who 
request  training  from  the  Department  of  Defense  Computer  In¬ 
stitute  (DODCI). 

Categories  of  records  in  the  system:  Educational  background  of  in- 
dividu^  requesting  training,  record  of  employment  and  course  of 
instruction  data. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  1%I,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  sy^m,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  verify  Office  of  the 
Comptroller  employees  training  at  DODCI. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folder. 

Retrievahility:  Filed  alphabetically  by  last  name  of  employee. 

Safeguards:  File  is  maintained  in  locked  container.  Access  to  file 
is  limited  to  a  ’need  to  know’  basis. 

Retention  and  disposal:  Record  is  destroyed  after  one  year. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN;  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  Mrsonal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 
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Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
W4),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D  C.  20301. 

Record  source  categories:  Information  is  provided  by  employee 
requesting  training,  employee's  files,  DODCI. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0860 

System  name:  860  Payroll  Service  Request  Form 

System  location:  Defense  Intelligence  Agency,  CC-1,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  DIA  stating  payroll  problems  in  Washington  headquar¬ 
ters. 

Categories  of  records  in  the  system:  Forms  completed  by  em¬ 
ployee  stating  payroll  problem. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  have 
available  historical  files  of  individual  payroll  matters  relating  to 
DIA  civilian  employees.  Files  are  restricted  to  personnel  of  Finan¬ 
cial  Policy  and  Accounting  Division  (CC-1)  on  a  'need  to  know' 
basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  alphabetically  and  chronologically  filed. 

Retrievability:  Retrieved  by  individual's  name. 

Safeguards:  Access  to  area  is  controlled,  personnel  of  CC-1  have 
access  on  a  'need  to  know'  basis. 

Retention  and  disposal:  Held  until  no  longer  needed  for  reference 
then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  tiie  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 


Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numl^r  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual's  record  in  the  accompany¬ 
ing  personas  presence. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  All  data  is  supplied  by  U.S.  Army 
Finance  and  individual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  0879 

System  name:  879  Cancellation  of  Allotment  of  Pay  for  Credit  to 
Financial  Institution. 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Categories  of  individuals  covered  by  the  system:  All  personnel  can¬ 
celling  an  allotment. 

Categories  of  records  in  the  system:  Record  contains  employee's 
name,  organizational  code  and  employee  number,  address,  name 
and  address  of  financial  institution,  employee's  account  number 
with  financial  institution,  amount  of  allotment,  first  day  of  pay 
period  cancellation  is  to  be  effective,  and  signature  of  employee. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  I,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  record  of 
personnel  cancelling  an  allotment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  paper  folder. 

Retrievability:  Filed  alphabetically  by  employee's  last  name. 

Safeguards:  Buildings  employ  security  guards.  Records  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Record  kept  one  year. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  datt 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver's  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  sho^d  con¬ 
tain  at  least  the  following  information: 
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whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  personas  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D  C.  20301. 

Record  source  categories:  Information  provided  by  individual  at 
the  time  SF  1164  is  submitted. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  1198 

System  name:  1 198  Request  by  Employee  for  Allotment  of  Pay  for 
Credit  to  Savings  Account. 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Categories  of  individuals  covered  by  the  system:  All  personnel 
requesting  pay  allotment  for  credit  to  savings  account  with  a  finan¬ 
cial  organization. 

Categories  of  records  in  the  system:  Record  contains  employee’s 
name,  social  security  number,  agency,  financial  organization. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  u.ses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  u-ses:  To  maintain  a  file  of  per¬ 
sonnel  requesting  pay  allotments  for  credit  to  savings  account  with 
a  financial  organization. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  paper  folder. 

Retrievability:  Filed  alphabetically  by  requester’s  last  name  and 
filed  with  other  personnel  items. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Record  kept  as  along  as  allotment  is  in  ef¬ 
fect. 


Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  ntiddle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  numl^r  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual's  record  in  the  accompany¬ 
ing  person’s  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  provided  by  individual  at 
time  DIA  Form  879  is  prepared. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
L  DIA  1164 

System  name:  1164  Claim  for  Reimbursement  for  Expenditures  on 
Official  Business. 

System  location:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Cat^ories  of  individuals  covered  by  the  system:  All  personnel 
qualified  for  reimbursement  for  expenditures  on  official  business. 

Categories  of  records  in  the  system:  Record  contains  agency, 
name  and  mailing  address  of  claimant,  listing  of  expenditures,  and 
signature  of  claimant. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  t%l.  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  record  of 
personnel  qualified  for  reimbursement  for  expenditures  on  official 
business. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  in  paper  folder. 

Retrievability:  Filed  in  alphabetically  by  cl2umant’s  last  name  in 
budget  folder. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Retained  for  one  year  and  then  destroyed. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  Uie  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

R^uests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 


System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 
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PRIVACY  ACT  ISSUANCES 


Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  persons  presence. 

CoDtcstiog  record  procedures:  The  Agency’s  niles  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  c^tained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categoria:  Information  provided  by  individual  at 
the  time  SF  1198  is  submitted. 

Systems  exempted  from  certain  proviskms  of  the  act:  None 
L  DIA  1351 

System  name:  1331  Travel  Voucher  or  Subvoucher. 

System  locatkm:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Categories  of  individuals  covered  by  the  system:  All  personnel  who 
have  a  need  for  reimbursable  expenses. 

Categories  of  records  in  the  system:  Record  contains  employee’s 
name,  grade,  social  security  number,  check  mailing  address,  duty 
phone  number,  organization  and  station,  itinerary,  reimbursable  ex¬ 
penses,  transportation  requests,  charges,  and  leave  statement. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  SI0S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  marukgement  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  record  of 
personnel’s  reimbursable  expenses,  statistical,  accounting. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  paper  folder. 

Retrievabllity:  Filed  alphabetically  by  employee’s  last  name  in 
budget  folder. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened  and  trained. 

Retention  and  disposal:  Record  kept  one  year. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

'  Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  accem  procedures:  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  in^vidual’s  record  in  the  accompany¬ 
ing  personas  presence. 


ContcsdiM  record  procedures:  The  Agency’s  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Information  provided  by  individual  at 
the  time  DD  Form  13S1-2  is  prepared. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
L  DIA  1727 

System  name:  1727  Application,  Change,  Cancellation  for  U.S. 

Savings  Bond  Class  A  Pay  Reservation. 

System  locatkm:  Defense  Intelligence  Agency,  Washington,  D.C. 
20301. 

Categories  of  individuals  covered  the  system:  All  personnel 
changing,  cancelling  or  applying  for  a  Class  A  U.S.  Savings  Bond. 

Categories  of  records  in  the  system:  Record  contains  employe’s 
name,  agency,  type  of  action,  deduction,  bond  denomination, 
owner,  address,  co-owner  or  beneficiary,  and  signature. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  5105.21,  dated  August  1,  1961,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  506(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  re-codified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  categor  ^ 
lies  of  users  and  the  purposes  of  such  uses:  To  maintaih^ 
personnel  requesting,  changing,  or  cancelling  U.S.  Savings  Bond 
Allotment.  ' 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  paper  folder. 

Retrievability:  Filed  with  payroll  actions  alphabetically  by  em¬ 
ployee’s  last  name. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Record  kept  one  year. 

System  manager(s)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  to  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washington,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  has  a  record. 

Requesters  may  visit  initially  only  .the  Secretariat,  Room  3E268, 
the  Pentagon,  Washington,  D.C.  to  obtain  information  on  whether 
the  Defense  Intelligence  Agency  has  records  pertaining  to  the  in¬ 
dividual. 

For  personal  visits,  the  requester  must  present  as  proof  of  identi¬ 
ty  the  following:  Full  name,  date  and  place  of  birth,  social  security 
number,  a  driver’s  license  or  other  identity  card. 

Record  access  procedures:  Individuals  desiring  access  to  records 
should  write  to  the' Defense  Intelligence  Agency,  ATTN:  SC  (PA 
1974),  Washington,  D.C.  20301.' 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  should  con¬ 
tain  at  least  the  following  information: 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  place  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  involved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  individual’s  record  in  the  accompany¬ 
ing  person’s  presence. 

Contestiiu  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN:  SC  (PA-1974),  Washington, 
D.C.  20301. 
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Record  soorcc  cotrinriri:  Infonnation  provided  by  individDol  and 
%upervisot<B)  at  the  time  DA  Form  1727  is  prepared. 

Syalcam  cxcmplad  fram  cutaim  provWaaa  of  the  ael:  None 
L  MA  172a 

Syalem  bobk:  1728  DIA  Prisoner  of  War  Infrllijrnrr  Analysis  and 
Debriefing  Files 

System  larathm:  Directorate  for  InteUigcoce,  Defense  InteBigence 
Agency,  Washington,  D.C.  20301 

Categories  of  individaals  covered  by  the  systeas:  All  U.S.  person¬ 
nel  previously  held  prisoner  of  war  (PW)  or  detained  in  Soiutheast 
Asia  from  1961  to  date  and  returned  to  U.S.  control;  and  U.S.  per¬ 
sonnel  released  from  detention  in  The  Peoples  Republic  of  China 
since  1970.  All  U.S.  personnel  considered  MIA  or  KLA  and  bodies 
not  recovered. 

Calories  of  records  in  the  system:  Narrative  of  loss  incident; 
identification  data  (e.g.  height,  weight,  photograph);  casualty  report 
(DD  1300);  intelligence  reports  possibly  ident^ying  subject;  articles, 
statements,  lists,  and  photographs  published  in  the  world  news 
media  or  broadcast  over  enemy  public  radio;  portions  of  official 
debriefings;  and/or  debriefing  summaries.  Note:  Not  all  categories 
are  contained  in  each  file/record. 

Authority  for  maintenance  of  the  system:  Department  of  Defense 
Directive  S10S.21,  dated  August  1,  1%1,  Delegation  12.  Develop, 
establish,  and  maintain  an  active  and  continuing  Records  Manage¬ 
ment  Program,  pursuant  to  the  provisions  of  Section  S06(b)  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  396(b)).  This  statute  has 
been  recodified  and  the  present  citation  is  44  U.S.C.  3101  and  3102 
entitled  Establishment  of  program  of  management.  This  relates  to 
the  records  management  of  an  agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DI6A4  personnel  as 
background  for  analytical  purposes,  to  collate  with  other  files,  or 
extract,  as  necessary  in  the  evaluation  of  intelligence  reports  per¬ 
taining  to  U.S.  personnel  PW/MIA;  in  preparation  of  special  studies 
on  the  treatment  of  U.S.  PWs;  to  prepare  appraisals  of  PW  camps 
holding  U.S.  personnel;  to  provide,  on  a  needtoknow  basis,  respon¬ 
ses  to  queries  for  PW  intelligence  from  the  JCS,  OASDdSA),  the 
Department  of  State,  Central  Intelligence  Agency  and  the  Military 
Services;  to  assist  the  military  service  intelligence  and  casualty  of¬ 
fices  in  the  determination  of  status  of  their  personnel;  to  provide 
guidance  to  the  Joint  Casualty  Resolution  Center  to  assist  in 
planning  for  the  recovery  of  remains  of  U.S.  personnel  not  ac¬ 
counted  for;  to  prepare  'lessons  learned*  studies  and  to  prepare  a 
service  coordinated  'national  concept  of  operations  for  casualty  re¬ 
porting,  intelligence  reporting,  coUection  and  analysis'  for  use  in 
the  event  the  U.S.  becomes  engaged  in  a  conflict  wherein  U.S.  per¬ 
sonnel  may  be  captured. 

Complete  records/files  on  an  individual  are  not  provided  to  any 
agency  other  than  the  intelligence  or  casualty  offices  of  the  in¬ 
dividual's  parent  service  (or  the  appropriate  Department  of  State 
representative  in  the  case  of  U.S.  civilians). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  and  photographs  maintained  in  file  fol¬ 
ders. 

Retrievability:  Filed  alphabetically  by  name. 

Safeguards:  Building  employs  security  guards  and  a  visitor  roster 
is  maintained.  Records  are  maintained  in  secured  safes  and/or  com¬ 
bination  padlocked  cabinets  in  a  locked  suite  of  offices  in  a  spe¬ 
cially  secured  area.  Files  are  accessible  only  to  authorized  person¬ 
nel  who  are  assigned  to  DI-6A4  and  are  properly  screened,  cleared 
and  trained. 

Retention  and  disposal:  Records  are  temporary  working  files  and 
will  be  retired  to  the  Federal  Records  Center  to  be  destroyed  IS 
years  after  all  U.S.  personnel  missing  in  SEAsia  are  accounted  for. 

Systeni  managerfs)  and  address:  Records  Management  Officer, 
Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Notification  procedure:  Requests  from  individuals  will  not  be  ad¬ 
dressed  tb  the  above  system  manager.  Individuals  desiring  records 
should  direct  inquiry  to  Defense  Intelligence  Agency,  ATTN:  SC 
(PA  1974),  Washmgton,  D.C.  20301. 

Individuals  must  provide  full  name,  social  security  number,  date 
and  place  of  birth  and  military  status  in  order  to  determine  if  the 
DIA  tuts  a  record. 


Requesters  may  visit  initially  only  the  Secretariat,  Room  3E268, 
the  Pemagoo,  Washiegton,  D.C.  to  obtain  infonnatioa  on  whether 
the  Defenae  lateihgmrc  Agency  has  lecocds  pertaining  to  the  tn- 
dividnai. 

For  personal  visits,  the  requester  must  present  as  proof  of  klenti- 
ty  the  fotiowing:  Full  niune,  date  and  plare  of  birth,  social  secisity 
number,  a  driver's  license  or  other  identity  card. 

RacarsI  accam  procedncaai  Individuals  desiring  access  to  records 
should  write  to  the  Defense  Intelhgence  Agency.  ATTN:  SC  (PA 
1974),  Washington.  D.C  20301. 

Requests  to  obtain  copies  of  records  or  reasonably  segregable 
portions  thereof  must  be  made  in  writing.  The  request  sho^  con¬ 
tain  at  least  the  following  information; 

Reasonable  identification  of  the  desired  civilian  or  military 
individual,  the  first  name,  middle  name  or  initial,  surname, 
date  and  (dace  of  birth,  and  social  security  number  of  the 
individual  concerned,  if  known.  Request  should  state  that 
whatever  cost  is  invedved  is  acceptable  or  acceptable  up  to  a 
specified  limit. 

Requests  for  records  where  the  individual  will  be  accompanied 
by  a  person  of  his  own  choosing,  must  furnish  a  written  statement 
authorizing  discussion  of  the  imhvidual’s  record  in  the  accompany¬ 
ing  person's  presence. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Intelligence  Agency,  ATTN;  SC  (PA  1974),  Washington, 
D.C.  20301. 

Record  source  categories:  Parent  Military  Services;  intelligence  re¬ 
ports  prepared  by  elements  of  the  Defense  intelligence  Agency,  the 
Military  Services  and  the  Central  Intelligence  Agency;  the  Depart¬ 
ment  of  State;  Foreign  Broadcast  Information  Service  reports; 
newspapers;  magazines;  television;  radio. 

Systems  exempted  from  certain  provisioas  of  the  act;  None 


UNITED  STATES  MARINE  CORPS 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identi¬ 
fier.  It  is  therefore  especially  important  for  expeditious  service 
when  requesting  a  record  that  particular  attention  be  provided  to 
the  Notification  and/or  Access  Procedures  of  the  particular  record 
system  involved  so  as  to  furnish  the  required  personal  identifiers, 
or  any  other  pertinent  personal  information  as  may  be  required,  to 
locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  'routine  uses’  of  the  records  have  been 
established,  that  are  applicable  to  every  record  system  maintained 
within  the  Department  of  Defense,  unless  specif i<^y  stated  other¬ 
wise  vrithin  a  particular  record  system.  These  additional  blanket 
routine  uses  of  the  records  are  published  below,  only  once  in  the 
interest  of  simplicity,  ecoiKxny  and  to  avoid  r^undancy,  before 
the  individual  recoid  system  notices  begin  rather  than  repeating 
them  in  every  individual  record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  vioiatkm  or 
ctuuged  with  enforcing  or  imi^menting  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintairted  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
mamtaining  civil,  criminal  or  other  relevant  enforcement  informa- 
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tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessary  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letti^  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investi^tion  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency’s 
decision  on  the  matter. 

ROUTINE  USE  •  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  made  to  a  congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry  from  the  congressional  of¬ 
fice  made  at  the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  197S, 
wiU  be  disclosed  to  the  Office  of  Management  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  A-19  at  any  stage  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that  Circidar. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Com¬ 
ponent  may  be  disclos^  to  foreign  law  enforcement,  security,  in- 
vesti^tory,  or  administrative  authorities  in  order  to  comply  with 
requirements  imposed  by,  or  to  claim  rights  conferred  in  interna¬ 
tional  agreements  and  arrangements  including  those  regulating  the 
stationing  and  status  in  foreign  countries  of  Department  of  Defense 
military  and  civilian  personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  S,  U.S.Code,  Sections  SS16,  SS17,  SS20,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  em¬ 
ployee  or  military  member  is  or  was  subject  to  tax  regardless  of  ' 
whether  tax  is  or  was  withheld.  This  routine  use  is  in  accordance 
with  Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  U.S.  CIVIL 
SERVICE  COMMISSION 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act 
and  maintained  by  this  component  may  be  disclosed  to  the  Civil 
Service  Commission  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessa¬ 
ry  fcM*  the  Commission  to  carry  out  its  legally  authorized  Govern¬ 
ment-wide  personnel  management  functions  and  studies. 

ROUTINE  USE  -  DISCLOSURE  OF  INFORMATION 
TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  disclosed  as  a  routine  use  to  the  National  Archives 
and  Records  Service  of  the  General  Services  Administration  in 
records  management  inspections  conducted  under  authority  of  44 
U.S.C.  2904  and  2906. 


MAAOOOOl 

.System  name:  Flight  Readiness  Evaluation  Data  System  (FREDS) 

System  location:  Primary  System  -  The  Commandant  of  the 
Marine  Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380 

Decentralized  Segrrtents  •  Marine  Corps  organizations  having 
FREDS  capability  (or  requirement  or  related  information).  Ad¬ 
dresses  are  as  shown  in  the  Navy  Standard  Distribution  List 
(OPNAV  09B3-107). 

Categories  of  individuals  covered  by  the  system:  All  active  Marine 
Corps  Air  Crewmembers  (Naval  Aviators/Naval  Flight  Officers  and 
Enlisted  Crewmembers) 

Categories  of  records  in  the  system:  File  contains  personal  identi¬ 
fying  information  such  as  name,  rank,  social  security  number,  or¬ 
ganization  etc.,  and  specific  information  with  regard  to  aviation 
qualifications. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301  ^ 

Routine  uses  of  records  maintained  in  the  system,  irKiuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  command,  activities  and  organiza¬ 
tions  -  By  officials  and  employees  of  the  Marine  Corps  in  the  ad¬ 
ministration  and  mahagement  of  Marine  Cops  Air  Crewmember  as¬ 
sets  as  required  in  the  performance  of  official  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tive  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  On  magnetic  tape 

Retrievability:  By  social  security  number  of  the  individual  ad¬ 
dressed 

Safeguards:  Tapes  are  stored  in  limited  access  eu’eas  and  handled 
by  personnel  that  are  properly  trained  in  working  with  personal  in¬ 
formation. 

Retention  and  disposal:  File  is  maintained  on  individual  as  long  as 
he  is  in  an  active  flight  status,  information  pertaining  to  individual 
so  removed  is  erased  from  tape.  ^ 

System  manager(s)  and  address:  The  Conunandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Information  may  be  obtained  from  the  in¬ 
dividual  comnuuid  to  which  an  individual  is  assigned  for  duty.  Ad¬ 
dresses  of  individual  commands  are  as  listed  in  the  Navy  Standard 
Distribution  List  (OPNAV  PO9B3-107). 

Record  access  procedures:  Written  requests  from  individuals 
should  be  addressed  to  the  Commanding  Officer  of  the  aviation 
unit  to  which  they  are  assigned  for  duty.  Addresses  are  shown  in 
the  Navy  Standard  Distribution  List. 

Personnel  not  permanently  assigned  to  an  aviation  command  may 
request  information  from  the  Commandant  of  the  Marine  Corps 
(Code  AA),  Headquarters,  U  S  Marine  Corps  Washington,  D  C 
20380. 

Written  requests  should  include  name,  and  social  security 
number. 

For  personal  visits  the  individual  should  be  able  to  provide  per¬ 
sonal  identification,  such  as  valid  military  identification  card, 
drivers  license,  etc. 

Coutestiiig  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appeali^  initial  determinations  may  be  ob¬ 
tained  from  the  SYSMANAG^ 
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Record  MMircc  categories:  The  primary  source  is  the  individual. 
However  the  individual’s  commanding  officer  or  the  commanding 
officer’s  designated  individual  fulfills  certain  criteria. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MAA00002 

System  name:  Marine  Corps  Aircrew  Performance/Qualification  In¬ 
formation 

System  location:  The  Commandant  of  the  Marine  Corps, 
He^quarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system:  Marine  Corps 
aeronautically  designated  personnel  (Naval  Aviators,  Naval  Flight 
Officers,  and  aircrew  members)  who  have  been  the  subject  of 
medical  <malification,  flight  pay  entitlement,  and/or  Flight  Status 
Selection  Board  (FSSB)  correspondence. 

Categories  of  records  in  the  system:  The  file  contains  information 
on  medical  qualification,  flight  pay  entitlements,  and/or  FSSB  cor¬ 
respondence  and  the  background  data  addressing  such  correspon¬ 
dence. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in  the 
execution  of  their  assigned  duties  with  respect  to  the  administration 
and  management  of  Marine  Corps  aeronautically  designated  person¬ 
nel. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  liti^tion, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  JuAice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Information  is  contained  on  paper  records  in  file  folders. 

Retrievability:  Information  is  retrieved  alphabetically  by  the  last 
name  of  the  individual  concerned. 

Safeguards:  Building  containing  files  employs  24  hour  security 
guards.  Offices  containing  files  are  locked  after  working  hours  and 
Mrsonnel  handling  records  do  so  only  on  a  ’need-to-lmow’  basis. 
Such  personnel  arc  trained  and  screened  for  dependability.  Material 
that  could  be  considered  ’career-sensitive’  is  retained  in  a  safe. 

Retentioa  and  disposal:  Files  are  permanent.  They  are  retained  in 
active  file  until  it  is  determined  they  are  no  longer  required,  then 
transferred  to  Marine  Corps  Central  Files  for  historical  deposit. 

System  managerfs)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  AA) 
Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1391 

Record  access  procedures:  Written  requests  from  the  individual 
should  be  addressed  to  the  Commandant  of  the  Marine  Corps 
(Code  AAZ),  .Headquarters,  U  S  Marine  Coips,  Washington,  D  C 
20380  and  should  contain  the  full  name,  social  security  number  and 
signature. 

For  personal  visits  the  individual  should  provide  valid  identifica¬ 
tion  such  as  military  identification  card.  Department  of  Defense 
building  pass,  drivers  license,  or  other  type  identification  that  in¬ 
cludes  picture  and  signature.  In  the  abseiKe  of  such  identification, 
the  individual  must  provide  sufficient  data  to  insure  that  the  in¬ 
dividual  is  the  subject  of  the  inquiry. 


Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  SYSMANAGER 

Record  source  categories:  Information  is  obtained  from  official  re¬ 
ports,  boards,  inquiries  and  requests.  Information  is  also  obtained 
from  the  review  of  Naval  Aviator/Naval  Fli^t  Officer  Reporting 
Management  System  (NANFORMS)  data. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MAA00003 

System  name:  Naval  Aviator/Naval  Flight  Officer  Reporting 
Management  System  (NANFORMS) 

System  location:  The  Commandant  of  the  Marine  Corps, 
Headquarters,  U  S  Marine  Corps  Washington,  D.  C.  20380. 

Categories  of  individuals  covered  by  the  system:  All  Marine  Corps 
aeronautically  designated  officer  personnel  (Naval  Aviators,  Naval 
Flight  Officers  and  Officer  Navigators) 

Categories  of  records  in  the  system:  File  contains  a  summary  of 
individual  flight  experience  by  fiscal  year  and  type  of  aircraft  in  ad¬ 
dition  to  rank,  military  occupation  specialty  and  current  duty  as¬ 
signment. 

Authority  for  maintenance  of  the  system:  Utle  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganization  -  By  officials  and  employees  of  the  Marine  Corps  in  con¬ 
nection  with  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties# 

The  Attorney  General  of  the  U.  S.  -  By  officials  and  employees 
of  the  Office  of  the  attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U.  S.  -  By  the  Senate  or  the  House  of  Represen¬ 
tatives  of  the  U.  S.  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U.  S.  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Information  is  stored  on  magnetic  tape 

Retrievability:  Information  is  retrieved  by  social  security  number. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  trained  and  screened. 

Retention  and  disposal:  Records  are  permanent.  Older  files  are 
stored  in  Marine  Corps  Central  Files  System. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D.  C.  20380. 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  AAZ) 
Headquarters,  U  S  Marine  Corps 
Washington,  D.  C.  20380 
Telephone:  Area  Code  202/694-1391 

Record  access  procedures:  Requests  from  individuals  should  con¬ 
tain  the  full  name,  social  security  number  and  signature  of  the  in¬ 
dividual. 

For  personal  Visits,  the  individual  should  be  able  to  provide  some 
valid  personal  identification  such  as  military  identification  card.  De¬ 
partment  of  Defense  Building  'Pass,  drivers  license,  etc.  In  the 
absence  of  the  above  identification,  the  individual  will  be  asked  to 
provide  sufficient  data  to  insure  that  he  is  the  subject  of  the 
inquiry. 

Coatesdiig  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  SYSMANAGra 
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Record  source  categories:  Information  contained  in  the  records  is 
obUuned  from  the  Apartment  of  the  Navy-wide  Individual  Flight 
Activity  Reporting  System  (IFARS)  AND  FROM  THE  Manpower 
Management  System  (MMS). 

Systcou  exempted  from  certain  provisioas  of  the  act:  None 
MFDOOOOl 

System  name:  Automated  Leave  and  Pay  System  (ALPS) 

System  location:  Prim^  System  -  The  Conunandant  of  the 
Marine  Corps,  Headquarters.  U  S  Marine  Corps,  Washington,  D  C 
20380 

Decentralized  System  -  Major  Marine  Corps  Commands 
Categories  of  individnak  covered  by  the  system:  all  Marine  Corps 
Civilian  Employees  at  Major  Marine  Corps  Commands 
Categories  of  records  in  the  system:  Pay  and  Leave  Records  of 
Marine  Corps  Civilian  Employees 
Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  at  records  maintained  in  the  system,  itKiuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps;  and  Marine  Corps  commands,  activities,  and  or¬ 
ganizations  -  To  administer  and  manage  all  pay  and  leave  matters 
for  individual  civilian  employees. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  nratters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies.  ^ 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  (Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requirirrg  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

The  Internal  Revenue  Service  -  By  officials  and  employees  of  the 
Internal  Revenue  Service  in  connection  with  such  matters  relating 
to  their  official  duties. 

State  and  local  governmental  agencies  -  By  officials  and  em¬ 
ployees  of  State  and  local  governmental  agencies  in  connection 
with  such  matters  relating  to  &eir  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  Tape  or  Disk 
Retrievability:  Employee  Badge  Number  or  SSN 
Safeguards:  Restricted  Access  to  Areas  where  Maintained 
Retention  and  disposal:  Permanent  Files 

System  managerfs)  and  address:  The  Commandant  of  the  Marine 
Corps  (Code  FD),  Headquarters,  U  S  Marine  Corps.  Washington, 
DC  20380 

Notification  procedure:  Information  may  be  obtained  from  the 
Marine  Corps  installation  or  activity  at  which  the  individual  is  em¬ 
ployed. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  commanding  officer  at  which  the  individual  is  em¬ 
ployed.  Addresses  of  Marine  Corps  installations,  activities,  and  or¬ 
ganizations  are  listed  in  the  Navy  Standard  Distribution  List 
(OPNAV  P09B3-107).  Written  requests  should  contain  full  name, 
social  security  number  or  employee  badge  number,  and  signature  of 
the  individual  concerned. 

Personal  visits  may  be  made  to  the  appropriate  installation,  ac¬ 
tivity  or  organization  during  the  normal  work  week  between  the 
hours  of  8:MAM-4:30PM.  For  personal  visit  the  individual  should 
be  able  to  provide  valid  personal  identification  such  as  employee 
badge,  drivers  license,  medicare  card,  etc. 

Contesting  record  procedures:  The  Agency’s  Rules  for  Access  to 
Records  and  for  Contesting  Contents  and  Appeahng  initial  Deter¬ 
minations  by  the  individual  concerned  may  be  obtained  from  the 
Sysmanager 


Record  source  categories:  Application  and  related  forms  provided 
by  the  employee  in  matters  relating  to  his/her  employment.  Em¬ 
ployment  data  to  include  time  cards,  standard  pay  increases,  leave, 
etc.  provided  by  the  employer  or  its  official  representative.  Data 
such  as  tax  rates,  employee  benefit  information  etc.  provided  by 
appropriate  feder^,  state  or  local  governmental  agencies  or  their 
designated  representatives.  Information  from  courts,  and  attorney 
having  to  do  with  employee  wages  entitlements  and  benefits. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
MFD0(M)02 

System  name:  PRIMARY  MANAGEMENT  EFFORTS 

(PRIME)/OPERATIONS  SUBSYSTEM 
System  location:  Primary  System  -  The  Commandant  of  the 
Marine  Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380. 

Decentralized  System  -  Major  Marine  Corps  Commands 
Categories  of  individuals  covered  by  the  system:  All  Marine  Coips 
Civilian  Employees  and  Selected  Military  Personnel  at  Major 
Marine  Corps  Commands 

Categories  of  records  in  the  system:  Labor  Distribution  Records 
.  Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  piuposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in 
matters  regarding  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  cormection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  j.urisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptrcdler  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  Tape  or  Disk 

Retrievability:  Employee.  Badge  Number  or  social  security 
number 

Safeguards:  Restricted  Access  to  Areas  where  Maintained 
Retentioa  and  disposal:  Permanent  Record.  Completely  Deleted 
upon  Termination  of  Employee 

System  managerfs)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington.  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  FD) 
Headquarters,  U  S  Marine  Corps 
Wash^ton,  D  C  20380 
Telephone:  Area  Code  202/694-1080 
Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  the  individual’s  employing  activity.  Activity  addresses 
are  as  shown  in  the  Navy  Standard  Distribution  List  (OPNAV 
09B3-107). 

Written  requests  should  contain  the  individual’s  full  name,  social 
security  number,  employee  number  (if  applicable)  and  signature. 

For  personal  visits,  the  individual  should  provide  sufficient 
identification  to  insure  the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  app<»ling  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Employing  activity  of  the  individual 
Systems  exempted  from  certain  provisioas  of  the  act:  None 
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MFD00003 

Sjnteoi  name:  Joint  Uniform  Military  Pay  System/Manpower 
Management  System  (JUMPS/MMS) 

System  locatioa:  Primary  System  •  Marine  Corps  Automated  Ser¬ 
vices  Center,  IMK)  East  Bannister  Road,  Kansas  City,  Missouri 
64131;  Marine  Corps  Finance  Center,  ISOO  East  Bannister  Road, 
Kansas  City,  Missouri  64197. 

Decentralized  Segments  -  There  are  eight  Satellite/Command 
Data  Processing  Installations  (SDPI/CDPI)  which  maintain  files 
with  similar  records  at  the  following  locations:  SDPI  02,  Marine 
Corps  Base,  Camp  Lejeune,  NC  28542;  SDPI  03,  Marine  Corps 
Base,  Camp  Pendleton,  CA  92055;  SDPI  06,  FMF  Pacific,  FPO  San 
Francisco,  CA  96610;  SDPI  09,  Headquarters  U  S  Marine  Corps, 
Washington,  D  C  20380;  SDPI  11,  Marine  Corps  Recruit  Depot, 
Parris  Island,  SC  29905;  SDPI  15,  Marine  Corps  Recruit  Depot,  San 
Diego.  CA  92140;  CDPI  17,  Marine  Corps  Base,  Quantico,  VA 
22134;  SDPI  27,  Marine  Corps  Base,  Camp  S  D  Butler,  FPO  Seat¬ 
tle.  WA  98773. 

Categories  of  individuals  covered  by  the  system:  All  Marine  Corps 
personnel. 

Categories  of  records  in  the  system:  The  JUMPS/MMS  automated 
system  of  records  contains  the  following  fields  (data  elements  and 
data  sets)  and  sub-fields;  Social  Security  Number  md  the  last,  first, 
and  middle  initial  (key);  Name,  Member  Service  Number,  Contract 
Legal  AgTMment,  Duty  Limitation,  Race/Sex/Ethnic  Group, 
PreMnt  Unit  Identification,  Temporary  Reporting  Unit  Code, 
Former  Unit  Identification,  Intermediate  Unit  Identification,  Future 
Unit  Identification,  Command  Data  Processing  Installation  Code, 
Individual  Location,  Message  Routing  Indicator,  Pay  Entry  Base 
Data,  Armed  Forces  Active  Duty  Base  Date,  Active  Naval  Service 
Base  Date,  Current  Active  Duty  Began  Date,  Date  of  Enlist- 
mentJAcceptance,  Date  of  Origin^  Entry  Armed  Forces,  Date  of 
Birth,  Estimated  Date  of  Departure,  Estimated  Date  of  Arrival, 
Date  Current  Tour  Began,  Date  Detached  Last  Command,  Rotation 
Tour  Date,  Date  Arrived  U  S  Dependents  Not  Restricted,  Date  Ar¬ 
rived  U  S  Enlistment,  Careerist  Hag,  Contract  Extension  Data,  Ex¬ 
piration  of  Obligated  Service,  Security  Investigation,  Permanent 
Grade  ,  Incentive  Pay,  Proficiency  Pay,  Special  Pay,  Hostile  Fire 
Pay,  Basic  Allowance  for  Subsistence,  Basic  Allowance  for  Quar¬ 
ters,  Duty  Status,  Last  Processing  Cycle  Information,  Project  Duty 
Status,  Reference  for  Duty,  Grade  for  Which  Selected,  Citizen¬ 
ship,  Combat  Service,  Former  Prisoner  of  War,  Civilian  Education, 
Accession  Code  (Program  Enlisted  Under),  Military  Occupational 
Specialties,  Reserved  for  Future  Use,  Study  Group  Flag,  Religion, 
Tour  Control  Factor,  Sea  or  Foreign  Duty,  Last  Overseas  Tour, 
Prospective  Officers  Source  Code,  Current  Source  of  Entry  Code, 
Home  of  Record,  Prior  Key.  Days  Lost  Current  Contract,  Separa¬ 
tion  Document  Type,  Language  Proficiency,  Language  Aptitude 
Test,  Electronic  Technician  Selection  Test  (Enlisted  Only), 
Reserved  for  Expansion,  General  Military  Subjects  Test  Results, 
Classification  Test,  Commuted  General  Technic^  or  General  Clas¬ 
sification  Test,  Armed  Forces  Qualification  Test/Army  (Salifica¬ 
tion  Test  Score  (Enlisted  Only),  Army  Qualification  Battery  Scores, 
Service  Schools,  Dependents  Information,  Aeronautically 
Designated  Officers  &  Noncommissioned  Officers  Information, 
Deployment  Status,  Date  Last  Tour  Combat/Combat  Support  Area, 
Optio^  Narrative  Form,  Aeronautically  Designated,  (Officers  & 
Noncommissioned  Officers  Information.  Date  Designated  Military 
Pilot,  Separation  Data,  Service  Date  (Officer),  Lineal  Control 
Number/Precedence  Number  Present  Rank,  Separation  Data  Ad¬ 
dendum,  Lineal  Control  Number/Precedence  Number  Permanent 
Rank,  Month  Attended  Service  Academy,  Lineal  Footnotes, 
Running  Mate.  Limited  Duty  Officer/ Warrant  Officer  Footnotes, 
Date  of  Acceptance  1st  Commission  in  the  Marine  Corps,  Date  of 
Rank  1st  Commission  in  the  Marine  Corps,  Date  of  Rank  1st  Com¬ 
mission  Limited  Duty  Officer,  Visual  Audit,  Electronic  Data 
Processing  Test  Score,  Langu^e  Aptitude  Test  Date,  Social 
Security  Number  Validation  Monitor,  Last  Transfer  Processing,  In¬ 
formation,  Temporary  Additional  Duty  Excess  Flag,  Tempor^ 
Additional  Duty  Data  Processing  Installation,  Graduates  Obligation 
Code,  Active  Duty  Spouse  Identification,  Fleet  Assistance  Progr^ 
Unit  Identification.  Active  Duty  Off  ^rvice  Base  Date,  Active 
Duty  Officer  Aviation  Service  Base  Date,  Program  Enlisted  For, 
Operational  Flying  Time,  Operational  Flying  Computation  Date, 
O^ratkmal  Flying  Start  Date,  Operational  Flying  Stop  Date, 
(^rational  Flying  Time  Base  Date,  Operational  Flying  Gate  One, 
(^rational  Flying  Gate  Two,  Reserv^,  Platoon  Number,  Cycle 
Number,  Last  Type  Transaction  Code  Touched,  Not  used  at  this 
time.  Today’s  Date,  Disbursing  Officers  Symbol,  Command  DPI  of 


Parent  Reporting  Unit  Code,  Pay  Group,  Pay  Status,  Local 
Disbursing  Office  Cognizance,  Payment  Option/Leave  and  Earnings 
Statement  Distribution/Pay  Distribution  Code,  Federal  Withholding 
Tax  Data,  Leave  Account,  Wage  and  Tax  Summaries,  Dependency 
Status,  Dependency  Determination,  Basic  Pay,  Pay  Grade,  Years  in 
Service,  Serviceman’s  Group  Life  Insurance  IJeduction,  Federal  In¬ 
come  Tax  Withholding,  Fe«ral  Indemnity  Compensation  Act  Tax 
Withholding,  Payments,  JUMPS  Account  Standii^,  Total  Allotment 
Deductions,  La.st  Upidate  and  Extract  Date,  Savings  Depiosits,  Pay 
Extraction  Flag.  Regular  Reenlistment  Bonus,  Variable  Reenlist¬ 
ment  Bonus,  Time  Lost,  Detention  of  Pay,  Repayment  Date,  Dislo¬ 
cation  Allowance,  Inadeuimte  Quarters,  Interim  Housing  A|- 
lowance.  Indebtedness  for  Final  Settlement,  Incentive  Pay  1,  Profi¬ 
ciency  Riy,  Sea  and  Foreign  Duty  Pay,  biving  Pay,  Hostile  Fire 
Pay,  Subsistence  Credit,  Basic  Allowance  For  (Quarters,  Personal 
Money  Allowance,  Family  Sep>aration  AUowance,  Incentive  Pay  2, 
Cost  of  Living  Allowance,  Housing  Allowance,  Additional  Federal 
Tax  Withhol^ng,  Subsistence  Debits.  Court  Martial/Nonjudicial 
Punishment  Deductions,  Miscellaneous  Credits,  Miscellaneous 
Eiebits,  Other  Continuing  Monthly  Deductions.  Miscellaneous 
Leave  Data,  Retired  Serviceman’s  Family  Protection  Plan  Data, 
Temporary  Lodging  Allowance,  Clothing  Maintenance  Data,  Basic 
Allowance  for  Quarters  Debits,  Pay  Cluuige  Flag,  Pay  Day  Data, 
Miscellaneous  Data,  Check  Mailing  Address,  Other  ^rvices 
Disbursing  Officer  Indicator,  Reduced  Tax,  Unassigned,  Saved  Pay 
Original  Entitlement,  Saved  Pay  Current  Entitlement,  Tax  Exclu¬ 
sion/Nonresident  Alien  Exempt  Taxable  Pay,  Selective  Reenlist¬ 
ment  Bonus,  Officer  Status  (Change  Flag,  Aviation  Career  Incentive 
Pay,  Advance  Pay  and  Allowances,  Power  of  Attorney. 

Some  manual  files  containing  substantiating  documents  and  other 
data  relative  to  each  member’s  JUMPS/MMS  record  are  main¬ 
tained.  These  file  folders  may  contain  any  p)^  of  the  JUMPS/MMS 
record  and  any  one  or  more  of  the  following  documents:  Military 
Pay  Record,  Military  Payroll  Money  List,  Military  Pay  Voucher, 
Certificate  for  Performance  of  Hazardous  Duty,  Application  for 
Arrears  in  Pay,  Cash  Collection  Voucher,  Authoriza¬ 
tion/Designation  for  Emergency  Pay  and  Allowances,  Wage  and 
Tax  Statement,  Employees  Withholding  Exemption  Certificate  (IRS 
W-4),  Employees  Withholding  Exemption  Certificate  (IRS  W-4E), 
Notice  of  Levy,  General  Accounting  Office  Notice  of  Exemption, 
Depiendency  Certificate  (Wife  or  Child  Under  21  Years),  Ctepien- 
dency  Certificate  (Mother  or  Father),  Depiendency  Certificate 
(Unmarried  C!hild  Over  21  Years),  Depiendency  Application, 
Clothing  Checkage,  Statement  to  Substantiate  Payment  of -Family 
Separation  Allowance,  Government  Propierty  Checkage,  Personsil 
Financial  Records,  Unit  Diary,  Depiendent  Travel  Record,  Allot¬ 
ment/Bond  Authorization,  Certificate  for  Cost  of  Living  and/or 
Housing  Allowance,  Certificate  for  Tempiorary  Lodging  AUowance, 
Remov^  of  Mark  of  Desertion,  Field  Rations  Certificate,  Liquida¬ 
tion  of  Indebtedness,  Initial  Uniform  AUowance  for  Officers,  Addi¬ 
tional  Uniform  AUowance  for  Officers,  Excess  Weight-Household 
Goods  Shipment,  Hospital  Rations  Checkage,  Excess  Expiense  In¬ 
volving  Movement  of  House  Trader,  Transpiortation  (Tieckage, 
Meal  Ticket  (Theckage,  Advance  Pay,  Advance  Pay  and  Al¬ 
lowances,  Discharge  Gratuity,  Combat  Arms  Bonus,  Health  Care 
Coverage,  Government  Quarters  Termination  and  Assignment.  In¬ 
adequate  Quarters  Termination  and  Assignment,  Lump>-Sum  Leave, 
Rations  Commuted  to  Private  Mess,  Reenlistment  Bonus,  Variable 
Reenlistment  Bonus,  Selective  Reenlistment  Bonus,  Sick  Miscon¬ 
duct,  Prorated  Rations,  Supplemental  Rations,  Basic  AUowance  for 
Quarters  (Own  Right). 

Authority  for  maintenance  of  the  system:  Title  10  and  37,  U  S 
Code 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pwposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  a^  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in 
matters  relating  to  their  assigned  duties. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litt^tion, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 
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ISSUANCES 

The  B&A  automated  system  is  made  up  of  records  which  contain 
the  following  fields  (data  elements  and  data  sets):  Identification 
Number  (Social  Security  Number  (SSN));  Initials  of  Name  (Last, 
First,  Middle);  Rank/Catera^;  Last  Name  and  Suffix;  Last  Pay 
Date;  First  Pay  Date;  Work  Date;  Amount;  Term  (in  months);  Ac¬ 
count/Policy  Number;  Authority /Date/Remark;  Bond  Owner  Name; 
Bond  Owner  SSN:  Co-owner  Beneficiary  Flag;  Co-owner  or 
Beneficiary  Name;  Co-owner  or  Beneficiary  SSN;  Authori- 
ty/Date/Rentark;  Name  of  Recipient;  Street  Address/Post  Office 
Box;  City  aiid  State/Counti^;  Geographic  Code  (City, 

.  State/Country);  Zip  Code;  Authority/Date/Renniark. 

Authority  for  maintenance  of  the  system:  Title  37,  U  S  Code.  The 
authority  for  continuing  deduction  for  garnishment  of  pay  is  out¬ 
lined  in  section  4S9  of  ^blic  Law  93-647. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the 
system  is  to  provide  for  the  payment  of  allotments  and  for  the  is¬ 
suance,  cancellation,  of  U  S  Treasury  checks  and  savings  bonds  as 
authorized  by  appropriate  directives.  The  data  obtained  from  the 
system  provides  for  the  control  and  ultimate  disposition  of  all  trea¬ 
sury  checks  and  savings  bonds  prepared.  Allows  for  the  collection 
of  appropriate  data,  to  render  an  accurate  accounting  of  public 
funds  expended  or  collected  as  required  by  the  Navy  Comptroller 
Manual.  The  allotment  file  is  utilized  by  the  Joint  Uniform  Military 
Pay  System/  Manpower  Management  System  (JUMPS/MMS)  and 
Retired  Pay  systems  to  calculate  the  monies  due  active  duty, 
retired,  and  FMCR  members  of  the  U  S  Marine  Corps. 

The  allotment  class  and  dollar  value  are  displayed  on  the  JUMPS 
Leave  and  Earnings  Statement  (LES)  as  issued.  Copies  of  the  LES 
are  distributed  as  follows: 

Original  (white)  -  EMsbursing  Officer  (DO)  having  custody  of 
the  Personal  Financial  Record. 

Duplicate  (yellow)  -  furnished  the  Marine  concerned. 

Triplicate  (pink)  -  furnished  the  Commanding  Officer  (CO)  for 
retention  on  the  Marine’s  service  record. 

For  permanent  record  retention  purposes,  one  copy  will  be 
filed  at  the  MCFC  in  microform. 

The  allotment  information  concerning  first,  last  payment  dates, 
term  (if  applicable),  amount,  purpose,  and  allottee  is 
furnished  the  CO  and  DO  on  an  annuid  basis  for  audit 
purposes.  This  information  is  prepared  as  outlined  in 
paragraph  70304,  JUMPS  Field  Procedures  Manual. 

The  total  dollar  value  of  active  allotments  is  furnished  each 
retired  and  FMCR  Marine  each  time  a  new  statement  of  his 
account  card  is  prepared. 

Verification  and/or  information  concerning  a  specific  allotment 
may  be  released  (as  requested)  to  the  following: 

Marine  concerned. 

Marine’s  CO 

Marine’s  DO 

Recipient  of  the  allotment. 

Treasury  Department. 

Federal  Reserve  Bank. 

Federal  Bureau  of  Investigation. 

Naval  Audit  Service. 

General  Accounting  Office. 

Postal  Inspectors. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Data  is  recorded  on  magnetic  records,  punch  cards, 
computer  printouts,  microform,  file  folders,  and  other  documents. 

Retrievability:  The  data  contained  in  magnetic  records  can  be  dis¬ 
played  on  cathode-ray  tubes,  it  can  be  computer  printed  on  paper, 
and  it  can  be  converted  to  microform  for  information  retrieval;  the 
data  in  the  supporting  file  folders  and  other  manual  records  is 
retrieved  manu^y.  Normally  all  types  of  records  are  retrieved  by 
SSN  and  name. 
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Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  reouiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  •  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

By  officials  and  employees  of  the  American  Red  Cross  and  the 
Navy  Relief  Society,  when  designated  in  writi^  by  the  member,  in 
performance  of  their  duties,  renting  to  assisting  the  members  and 
their  dependents  and  relatives. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Data  is  recorded  on  magnetic  records,  punch  cards, 
computer  printouts,  microform,  file  folders,  and  other  documents. 

Retrievability:  The  data  contained  in  magnetic  records  can  be  dis¬ 
played  on  cathode-ray  tubes,  it  can  be  computer  printed  on  paper, 
and  it  can  be  converted  to  microform  for  information  retriev^;  the 
data  in  the  supporting  file  folders  and  other  manual  records  is 
retrieved  manually.  Normally,  all  types  of  records  are  retrieved  by 
Social  Security  Number  and  name. 

Safeguards:  Building  management  employs  security  guards;  build¬ 
ing  is  locked  nights  and  holidays.  Authorized  personnel  may  enter 
and  leave  the  lading  during  nonworking  hours  but  must  sign  in 
and  out. 

Retention  and  disposal:  Magnetic  records  are  maintained  on  all 
Marine  Corps  personnel  while  they  are  in  service,  and  for  a  period 
of  4  months  after  they  are  separated  from  the  service.  Paper  and 
film  records  are  maintained  for  a  period  of  10  years  after  the  final 
transaction. 

System"  manager(s)  and  address:  Commandant  of  the  Marine 
Corps.  Headquarters  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Requests  from  individuals  for  information 
should  be  referred  to  the  SYSMANAGER 

Requesting  individual  must  supply  full  name  and  Social  Security 
Number. 

The  requester  may  visit  the  Marine  Corps  Finance  Center,  1500 
East  Bannister  Road,  Kansas  City,  Missouri  64197  to  obtain  infor¬ 
mation  on  whether  the  system  contains  records  pertaining  to  him  or 
her. 

In  order  to  personally  visit  the  above  address  and  obtain  informa¬ 
tion,  individuals  must  present  a  military  identification  card,  a 
driver’s  license,  or  other  suitable  proof  of  identity. 

Record  access  procedures:  Information  on  JUMPS  may  be  ob¬ 
tained  from  the  member’s  local  disbursing  officer.  Information  on 
MMS  may  be  obtained  from  the  member's  immediate  commanding 
officer.  Requests  for  information  from  persons  no  longer  in  service 
should  be  signed  by  the  person  requesting  the  information.  Dates  of 
service.  Social  Security  Number,  and  full  name  of  requester  should 
be  printed  or  typed  on  the  request.  It  should  be  sent  to  the  Marine 
Corps  Finance  Center,  ISOO  East  Bannister  Road,  Kansas  City, 
Missouri  64197. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Recruiting  offices,  disbursing  offices, 
administrative  offices,  and  the  individual  Marine  are  the  principle 
sources  of  the  information  contained  in  the  JUMPS/MMS  record 
for  that  person. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00004 

System  oame:  Bond  and  Allotment  (B&A)  System 

System  location:  Marine  Corps  Automated  Services  Center 
(MCASC),  ISOO  East  Bannister  Road,  Kansas  City,  Missouri  64131; 
Marine  Corps  Finance  Center  (MCFC),  1500  East  Bannister  Road, 
Kansas  City,  Missouri  64197 

Categories  of  individuals  covered  by  the  system:  The  allotment 
system  contains  all  active  allotments  and  limited  (12  months)  stop 
history  for  each  active  duty,  retired,  and  Reet  Marine  Corps 
Reserve  (FMCR)  member  who  authorized  an  allotment  from  his 
pay  and  allowances. 

Categories  of  records  in  the  system:  The  allotment  file  contains  al¬ 
lotments  authorized  by  the  Marines  concerned,  as  provided  under 
instructions  issued  by  the  Secretary  of  Defense. 


Safeguards:  The  Allotment  Division  is  locked  during  nonduty 
hours,  as  well  as  the  building  being  under  security  guard  protection. 
Files  within  the  division  are  accessible  only  to  authorized  person¬ 
nel. 

Retention  and  disposal:  Magnetic  records  are  maintained  by 
MCASC  on  all  active  allotments  during  the  life  of  the  allotment  and 
for  a  period  of  12  months  after  the  allotment  has  been  stopped. 
Paper  and  microform  files  relating  to  the  Allotment  Division  files 
are  disposed  of  as  directed  by  SE(_NAVINST  P5212.53. 

System  man^rfs)  and  address:  Commandant  of  the  Marine 
Corps  (Code  FD).  Headquarters,  U  S  Marine  Corps,  Washington, 
D  C  20380. 
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Nodfication  procedure:  Individual  requests  for  information  should 
be  addressed  to  the  Marine  Coras  Finance  Center,  Allotment  Divi¬ 
sion,  Kansas  City,  Missouri  641^. 

Requests  for  information  must  contain  member’s  SSN,  name, 
military  service  number  (if  applicable),  and  any  other  pertinent  data 
concerning  the  information  desired. 

A  person  may  visit  any  Marine  Corps  disbursing  office  to  find 
out  it  the  system  contains  records  pertaining  to  him  or  her. 

For  personal  visits  the  requester  must  present  a  military  identifi¬ 
cation  card  or  copy  of  an  Armed  Forces  of  United  States  Report  of 
Separation  from  Active  Duty  (DD  Form  214  (MC))  for  separated 
personnel. 

Record  access  procedures:  Mailing  address  for  the  Allotment  Divi¬ 
sion  is  available  in  DODPM,  Marine  Corps  Order  (MCO)  P7220.31, 
and  the  NAVTELCOMINST  2300.14  (Plain  Language  Address 
Directory). 

ContestiiM  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Information  pertaining  to  an  individual  who  has  active  allotments 
is  affected  by  unit  diary  input  concerning  name,  or  SSN  changes, 
and  to  ensure  allotments  are  stopped  when  a  Marine  is  reported  to 
be  discharged  or  in  a  desertion  status.  Also,  member’s  status  codes 
are  changed  by  unit  diary  or  Retired  Pay  input  when  the  Marine  is 
transfer!^  to  the  FMCR  or  Retired  List. 

Record  source  categories:  The  input  of  data  from  allotment/bond 
authorizations,  other  scannable  documents,  magnetic  tapes  received 
from  the  Satellite  Data  Processing  Installations,  and  computer  inter¬ 
faces  with  the  JUMPS/MMS  and  the  Retired  Pay  systems  are  the 
principle  sources  of  the  information  contained  in  the  B&A  auto¬ 
mated  system. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFDOOOOS 

System  name:  Retired  Pay/Personnel  System  (RPPS) 

System  location:  Marine  Corps  Automated  Services  Center,  1500 
East  Bannister  Road,  Kansas  City,  Missouri  64131;  and  Marine 
Corps  Finance  Center,  1500  East  Bannister  Road,  Kansas  City, 
Missouri  64197. 

Categories  of  individuals  covered  by  the  system:  Pay  account  fol¬ 
ders  for  retired  Marine  Corps  members.  Fleet  Marine  Corps 
Reservists  (FMCR),  and  survivors  of  deceased  retired  and  FMCR 
members,  who  are  entitled  to  retired  pay,  retainer  pay,  and  sur¬ 
vivor  annuities. 

Categories  of  records  in  the  system:  The  RPPS  automated  system 
of  records  contains  the  following  fields  (data  elements  and  data 
sets):  Retired/Retainer  Date;  Retainer  Date;  Pay  Change;  Informa¬ 
tion  Status;  Social  Security  Number  (SSN)  and  Last,  First,  and 
Middle  Initial  (Key);  Deletion  Date;  SSN;  Retired  Category  Code; 
Member’s  Name;  Pay  Entry  Base  Date;  Service  for  ^y;  Active 
Service;  Other  Military  Service  Number  (MSN);  Prior 
MSN/SSN/Key;  Rank  Code;  Recomputation  Code;  Disability  Per¬ 
cent;  Heroism  Pay;  Pay  Table  Code;  Recomputation  Age;  Retire¬ 
ment  Laws;  Functional  Account  Number;  Ranks;  Birthdates;  Pay 
Delete/  Suspense  Code;  Retired  Serviceman’s  Family  Protection 
Pay;  Reserve  Retirement  Credit  Points;  Allotment  Data;  Withhold¬ 
ing  Tax  Data;  Wage  and  Tax  Summaries;  Gross  Pay;  Taxable  Pay; 
Withholding  Tax;  Dependency  Indemnity  Compensation;  Pension 
Act  of  1944  (Veterans  Administration  (VA)  Waiver);  Pension  Act  of 
1964  (Dual  Compensation  Gl);  Retired  Serviceman’s  FamUy  Protec¬ 
tion  Plan;  Survivor  Benefit  Plan;  Social  Security;  Scheduled  Collec¬ 
tions;  Net  Pay;  Special  Handling  Code  (Check  Delivery);  Accumu¬ 
lated  Summaries;  Home  Mailing  Address;  Check  Mailing  Address; 
Pay  Distribution;  Last  Change  Posted;  Date  Member  Eligible  to 
Retire;  Date  Arrived  Continental  United  States  Without  Depen¬ 
dents;  Primary  Military  Occupational  Specialty;  Districts;  Highest 
Rank  Held  Satisfactoi^y;  Service  Prior  to  1  July  1949;  Service 
After  1  July  1949;  Active  Duty  After  Transfer  to  Fleet/Retired 
Rolls;  Date  Next  Physical  Year  and  Month;  VA  Disease  Codes; 
Department  of  Defense  Disease  Codes;  Nearest  Hospital  (See 
Table  9);  Personnel  Accounting  Separation  -  Designator;  Earni^s 
Statement  Flag;  Disability  Pay;  Change  of  Address  Flag;  Last  Time 
Processed  by  Update-Extractor;  SSN  Validation;  Remarks  Area; 
One-Time  Credit/CIheckage;  Scheduled  Collection. 

Used  for  extraction  or  compilation  of  statistical  data  and  reports 
for  management  studies  and  statistical  analyses  for  use  internally  or 
externally  as  required  by  Department  of  Defense  or  by  government 
agencies. 


Authority  (or  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purpoM  of  such  uses:  Computation  of  retired 
pay,  retainer  pay,  and  survivor  annuity  accounts,  perform  audit  of 
accounts,  reply  to  correspondence,  etc. 

Creation  of  printed  reports,  records,  checks,  microforms,  mag¬ 
netic  files,  etc.,  based  on  information  available  in  the  system.  This 
output  is  used  by  various  departments  of  the  Marine  Corps  for  pay, 
personnel,  audit,  and  other  purposes.  Some  of  this  information  is 
made  avadable  to  authorized  local,  state,  and  Federal  agencies. 

Displaying  all  or  part  of  any  selected  record  on  a  cathode-ray 
tube  for  research,  audit,  update,  and  similar  pui^ses. 

Used  for  extraction  or  compilation  of  statistical  data  and  reports 
for  management  studies  and  statistical  analyses  for  use  internally  or 
externally  as  required  by  Department  of  Defense  or  by  government 
agencies. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Data  is  recorded  on  magnetic  records,  punch  cards, 
computer  printouts,  microform,  file  folders,  and  other  documents. 

Retrievability:  The  data  contained  in  magnetic  records  can  be  dis¬ 
played  on  cathode-ray  tubes,  it  can  be  computer  printed  on  paper, 
and  it  can  be  converted  to  microform  for  information  retrieval;  the 
data  in  the  supporting  file  folders  and  other  manual  records  is 
retrieved  manu^y.  Normally  all  types  of  records  are  retrieved  by 
SSN  and  name. 

Safeguards:  Building  management  employees  security  guards; 
building  is  locked  nights  and  holidays.  Authorized  personnel  may 
enter  and  leave  the  building  during  nonworking  hours,  but  must 
sign  in  and  out. 

Retentioa  and  disposal:  Magnetic  records  are  maintained  on  all 
persons  who  are  eligible  for  retired  pay,  retainer  pay,  and  survivor 
annuities  while  they  are  alive  and  for  a  period  of  6  months  after 
that  person  dies  or  ceases  to  be  eligible.  Paper  and  film  records  are 
maintained  for  a  period  of  10  years  after  the  final  transaction. 

System  manager(s)  and  address:  Commandant  of  the  Marine 
Corps  (Code  FD),  Headquarters,  U  S  Marine  Corps,  Washington, 
D  C  20380. 

Notification  procedure:  Requests  from  individuals  for  information 
should  be  referred  to  the  SYSMANAGER. 

Requesting  individual  must  supply  full  name  and  SSN 

The  requester  may  visit  the  Marine  Corps  Finance  Center,  1500 
East  Bannister  Road,  Kansas  City,  Missouri  64197,  to  obtain  infor- 
ntation  on  whether  the  system  contains  records  pertaining  to  him  or 
her. 

In  order  to  personally  visit  the  above  address  and  obtain  informa¬ 
tion,  individuals  must  present  a  military  identification  card,  a 
driver’s  license,  or  other  suitable  proof  of  identity. 

Record  acccs  procedures:  Requests  for  information  relative  to  the 
RPPS  automated  system  should  be  signed  by  the  person  requesting 
the  information.  Dates  of  service,  SSN,  and  full  name  of  requester 
should  be  printed  or  typed  on  the  request.  It  should  be  sent  to  the 
SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  for  contesting  contents  and  appealing  initial  determinations 
by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Documents  and  correspondence 
received  from  Headquarters,  U  S  Marine  Corps,  the  Veterans  Ad¬ 
ministration,  the  member,  changes  in  laws,  etc.  are  the  principle 
sources  of  information  contained  in  the  RPPS  automated  system. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00006 

System  name:  Centralized  Automated  Reserve  Pay  System 
(CAREPAY) 

System  location:  Marine  Corps  Automated  Services  Onter 
(MCASC),  1500  East  Bannister  Road,  Kansas  City,  Missouri  64131; 
Marine  Corps  Finance  Center  (MCFC),  1500  East  Bannister  Road, 
Kansas  City,  Missouri  64197 

Categories  of  individuals  covered  by  the  system:  Members  of  Or¬ 
ganized  Marine  Corps  Reserve  Units  who  are  active  Reservists 
(Class  U)  andjMrform  a  maximum  of  48  paid  drills  and  14  days  An¬ 
nual  Training  iwty  per  year. 

Categories  of  records  in  the  s^rstem:  The  Drill  Master  File  is  mag¬ 
netic  and  contains  the  following  fields '(data  elements  and  data 
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sets);  District;  Reporting  Unit  Code;  Officer/Enlisted  Code  and  So¬ 
cial  Security  Number  (SSN);  Initials  (Last.  First,  Middle);  Last 
Name;  Pay  Group;  Join  Date;  Drop  Date,  Pay  Entry  Base  Date; 
Administrative  Duty  Pay;  Number  of  Regulv  Drills  Perfonncd 
(Month);  Number  of  Regular  Drills  Performed  (Year);  Number  of 
Drills  Authorized;  Daily  Rate  of  Basic  Pay;  Effective  Date;  Rank 
Code;  First  Previous  Daily  Rate  of  Basic  Pay;  Effective  Date; 
Rank  Code;  Second  Previous  Daily  Rate  of  Basic  Pay;  Effective 
Date;  Rank  Code;  Number  of  Aviation  Crew  Member  Drills;  Daily 
Rate  of  Crew  Member  Pay-Current;  Daily  Rate  of  Crew  Member 
Pay-First  Previous;  Daily  Rale  of  Crew  Member  Pay-Second  Previ¬ 
ous;  Number  of  Aviation  Non-Crew  Member  Drills  (Year);  Number 
of  Tax  Exemptions;  Tax  Withheld-Current;  Tax  Withheld-Quar- 
terty;  Tax  Withhcld-Yearly;  Taxable  Pay-Current;  Taxable  Pay- 
(^uarterly;  Taxable  Pay-  Yearly;  Service  Number;  Federal  In¬ 
surance  Contributions  Act  (FICA)  Withheld-  Quarterly;  FICA 
Withheld-Yearly;  FICA  Wages-Quarterly;  FICA  Wages- Yearly; 
Taxable  Credit;  Taxable  Checkage;  Non-Taxable  Credit;  Non-Taxa- 
ble  Checkage;  Gross  Drill  Pay;  New  Reporting  Unit  Code  (For 
Transfers);  Net  Pay;  Amount  of  Overpayment;  Payroll  Number; 
Check  Number;  Tax  Code-Local;  Tax  Code-State;  Active  Duty 
Record,  From  Date-To  Date;  First  Previous  Active  Duty  Record, 
From  Date-To  Date;  Second  Previous  Active  Duty  Record,  From 
Date-To  Date;  Third  Previous  Active  Duty  Record,  From  E>ate-To 
Date;  Date  of  Last  Drill  Attended;  Number  of  Additional  Drills 
(Quarter);  Serviceman's  Group  Life  Insurance  (SGLI)  Premium 
Selection;  Tax  Status;  Net  Pay  (For  over 

999.99);  SGLI  Premiums  Not  Paid;  Number  of  Years  Flight  Ser¬ 
vice;  Aviation  Pay  Entry  Base  Date;  SGLI  Accumulation  (Year); 
Date  SSN  Validated. 

The  Annual  Training  Duty  Record  is  magnetic  and  contains  the 
following  fields  (data  elements  and  data  sets):  District  Code;  Incre¬ 
ment  Code;  Reporting  Unit  Code;  Officer/Enhsted  Code  and  SSN; 
Last  Name;  Initials  (First  and  Middle);  Pay  Entry  Base  Date;  Daily 
Rate  of  Pay;  Crew  Member  Daily  Rate  of  Pay;  Basic  Allowance  for 
Quarters  (BAQ);  Effective  Date;  Rank;  Number  of  Days;  First 
Previous  Daily  Rale  of  Pay;  Crew  Member  Daily  Rate  of  Pay; 
BAQ;  Effective  Date;  Rank;  Number  of  Days;  ^cond  Previous 
Daily  Rate  of  Pay;  Crew  Member  Daily  Rate  of  Pay;  BAQ;  Effec¬ 
tive  Date;  Rank;  Number  of  Days;  Subsistence;  Annual  (Field) 
Training  Duty,  From  Date-To  C^te;  Crew  Member  (Aviation). 
From  Date-To  Date;  Non-Crew  Member  (Aviation),  From  Datc-To- 
Date;  Sea  and  Foreign  Duty,  From  Date-to-Date;  Hazardous  Duty, 
From  Date-To-Date;  Hazardous  Duty  Code;  Tax  Exemption  Code; 
Total  Gross  Pay;  Total  Taxable  Pay;  Total  FICA  Pay;  Total  Tax 
Withheld;  Tot^  FICA  Withheld;  Taxable  Credit;  Taxable 
(Theckage;  Non-Taxable  Credit;  Non-Taxable  Checkage;  Amount 
Overpaid;  Date  of  Payment;  Number  of  Days;  Tax  Withheld;  FICA 
Withheld;  Taxable  Credit;  Taxable  Checkage;  Non-Taxable  Credit; 
Non-Taxable  Checkage;  Net  Pay;  Payroll  Number;  Check  Number; 
Date  of  Payment;  Number  of  Days;  Tax  Withheld;  FICA  Withheld; 
Taxable  Credit;  Taxable  Checkage;  Non-Taxable  Credit;  Non-Taxa¬ 
ble  Checkage;  Net  Pay;  Payroll  Number;  Check  Number;  Date 
Payment;  Number  of  Days;  Tax  Withheld;  FICA  Withheld;  Taxable 
Credit;  Taxable  Checkage;  Non-Taxable  Credit;  Non-Taxable 
Check^e;  Net  Pay;  Payroll  Number;  Check  Number;  Final  Settle¬ 
ment  Code;  Pay  Group. 

The  Reporting  Unit  Code  File  folders  contain  Rank,  Pay  Group, 
Pay  Entry  Base  Date,  Daily  Rate  of  Pay,  Year  to  Date  Drills,  Taxa¬ 
ble  Wages,  Tax  Withheld,  FICA  Wages  and  FICA  Withheld. 

The  Master  Drill  Pay  File  folders  contain  drill  reports,  drill  trans¬ 
mittal  letters,  coded  change  sheets.  Military  Pay  Orders,  unit  dia¬ 
ries,  promotion  letters,  certificates  for  performance  of  hazardous 
duty.  Pay  Adjustment  Authorizations,  Active  Duty  for  Training  or¬ 
ders,  de^ndency /pension  certificates.  Employees  Withholding  Al¬ 
lowance  Certificates,  drill  listings  quarteriy  payrolls,  payroll  re¬ 
gisters,  file  maintenance  listings.  Active  Duty  for  Training  payrolls, 
consolidated  final  settlement  payre^,  adjustment  payroll,  token 
payment  payroll,  public  vouchers,  tax  levies. 

Anthority  for  nuintenance  of  the  system:  Titles  10  and  37,  U  S 
Code 

Ronrine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  aaers  and  the  purposes  of  such  uses:  Central  Accounts  Divi¬ 
sion  clerks  and  analysts  use  these  data  to  process  payments  and  to 
answer  inquiries  concerning  payments,  received  from  Marine 
Reservists,  Internal  Revenue  ^rvke.  Welfare  agencies,  and  the 
Commandant  of  the  Marine  Corps. 

Examination  Division  clerks  use  these  data  to  verify  proper  pay^^ 
ment  and  to  process  old  pay  inquiries. 


Polkks  and  practices  lor  storing,  retrieving,  aoccaring,  retainiag, 
and  di^Msing  ol  records  in  the  systcas: 

Storage:  Data  are  recorded  on  magnetic  records,  punch  cards, 
computer  printouts,  microform,  file  folders,  and  other  documents. 

Retrievabi^:  The  data  contained  in  magnetic  records  can  be 
computer  printed  on  paper  and  it  can  be  converted  to  microform 
for  information  retrieval;  the  data  in  the  supporting  file  folders  and 
other  manual  records  are  retrieved  manually.  Normally  all  types  of 
records  are  retrieved  by  SSN/Name/  Reporting  Unit  Code. 

Safeguards:  Building  employs  security  piards.  Records  are  main¬ 
tained  m  areas  accessible  only  to  personnel  working  there  and  are 
kept  in  file  desks  made  for  that  purpose  for  6  months  and  in 
DIBOLD  vertical  file  for  12  months  ^ter  which  they  are  trans¬ 
ferred  to  the  Examination  Division. 

Rctentloa  and  disposal:  Magnetic  records  are  maintained  by 
MCASC  on  all  active  Reservists;  they  are  retained  for  a  period  of  4 
months  after  the  individual  Marine  ceases  to  be  active. 

Paper  and  microform  records  are  held  for  4  years,  6  months  at 
the  Center,  thereafter  they  are  retired  to  a  Federal  Records  Center 
in  accordance  with  Secret^  of  the  Navy  Instruction  P5212.5. 

System  managerfs)  and  address:  Commandant  of  the  Marine 
Corps  (Code  FD),  Headquarters,  U  S  Marine  Corps,  Washington. 
D  C  20380. 

Nottfteatioa  procedure:  Requests  from  individuals  for  information 
should  be  referred  to  the  SYSMANAGER  . 

Requesting  individual  must  supply  full  name  and  SSN. 

The  requester  may  visit  the  Marine  Corps  Finance  Center,  ISOO 
East  Bannister  Road,  Kansas  City,  Missouri  64197,  to  obtain  infor¬ 
mation  on  whether  the  system  contains  records  pertaining  to  him  or 
her. 

In  order  to  personally  visit  the  above  address  and  obtain  informa¬ 
tion,  individuals  must  present  a  military  identification  card,  a 
driver’s  license,  or  other  suitable  proof  of  identity. 

Record  acces  procedures:  Requests  for  information  relative  to 
CAREPAY  should  be  signed  by  the  person  requesting  the  informa¬ 
tion.  Dates  of  service,  SSN,  and  full  name  of  requester  should  be 
printed  or  typed  on  the  request.*  It  should  be  sent  to  the 
SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appeahng  initial  determina¬ 
tions  by  individuals  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Organized  Marine  Corps  Reserve  Units, 
Internal  Revenue  Service,  Individual  Marine. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00007 

System  name:  Examination  Division  Records  System 

System  location:  Marine  Corps  Finance  Center,  Examination 
Division,  Kansas  City,  Missouri  (A\91 

Federal  Records  Center,  National  Archives  and  Records  Service, 
2301  East  Bannister  Road,  Kansas  City,  Missouri  64131 

Washington  National  Records  Center,  Washington,  D  C  20409 

National  Persotmel  Records  Onter,  9700  Page  Boulevard,  St. 
Louis,  Missouri  63132 

Categories  o(  Individuals  covered  by  the  system:  Marines  serving 
on  active  duty,  personnel  on  the  Marine  Corps  Retired  List,  Fleet 
Marine  Corps  reservists,  persotmel  discharge  or  separated  from 
active  duty,  active  and  inactive  Reserve  personnel,  deceased  per¬ 
sonnel,  arid  Marine  Corps  disbursing  officers  concerning  shortage 
of  disbursing  accounts. 

Categartes  of  reeordh  in  the  system:  Unit  Diaries  -  A  chronological 
record  of  daily  personnel  events  and  history  of  active  Marine  Corps 
activities  and  organized  Marine  Clorps  Rescue  Units. 

Substanriating  Vouchers  -  Supporting  documents  to  substantiate 
pay  adjustment  items  entered  on  military  pay  accounts. 

Military  Payrolls  -  An  accounting  and  record  of  appropriated 
funds  disbursed  for  military  pay  by  name,  social  security  number, 
aiiKMint  of  payment,  ami  check  number  or  signature  of  member  for 
cash  payments. 

Financial  Returns  -  Travel  vouchers,  collection  vouchers,  public 
vouchers  for  services  other  than  personal,  and  civilian  payrolls. 

Milkary  ^y  Cases  oi  Separated  Personnel  -  A  history  of  in¬ 
dividual  pay  accounts  from  date  of  entry  on  active  duty  through 
date  of  separation,  including,  as  appropriate,  rei^s  to  congres- 
sirmal  inquiries;  correspondence  in  connection  with  requests  for 
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mnission  and/or  waiver  of  indebtedness;  individual  claims  for  pay 
and  allowances  including  claims  for  travel  allowances  and  respon¬ 
ses  thereto;  records  of  participation  in  the  Uniformed  Services 
Savi^  Deposit  Program,  including  personnel  declared  to  be  in  a 
missing-in-action  status;  information  surrounding  the  circumstances 
of  a  former  member  separated  in  an  overpaid  status,  thus  being  in¬ 
debted  to  the  United  States  Government;  cases  contain  substantiat¬ 
ing  documents  such  as  military  pay  records,  leave  and  earnings 
statements,  documents  relating  to  Board  for  Correction  of  Naval 
Records,  and  other  records  and  vouchers  to  substantiate  responses 
to  all  inquiries  and  payment  or  disapproval  of  claims. 

Annual  Separations  Listings  •  An  annual  record  of  separation 
showing  soci^  security  number,  initials,  type  of  separation,  and  the 
effective  date  of  separation  of  Marines  discharged,  retired,  trans¬ 
ferred  to  the  Fleet  Marine  Corps  Reserve,  and  deceased. 

Annual  Reserve  Tax  Listings  -  A  record  showing  income  tax  in¬ 
formation  of  Class  II  Reserve  personnel. 

Microfilm  of  Annual  Wage  and  Tax'  Information  of  Active  Duty 
PersoniKl  -  Contains  cumulative  totals  of  taxable  pay  earned  and 
taxes  withheld,  social  security  wages  and  taxes  withheld. 

Microfilm  of  Quarterly  Social  ^curity  Wage  Data  -  Contains  so¬ 
cial  security  number,  name,  and  amount  of  wages  reported  to  the 
Social  Security  Administration  on  a  quarterly  basis. 

Microfilm  of  Master  Allotment  FUe  -  Contains  information  con¬ 
cerning  the  aUotntent  status  of  active  Marines,  such  as  start  and 
stop  dates,  allotment  purpose  codes,  money  amount  of  allotments, 
and  name  and  address  of  allottee. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators  -  A 
record  of  persotuiel  data  of  Marines  on  active  duty,  listed  numeri¬ 
cally  by  social  security  number  and  alphabetically  by  name. 

Mict^iche  of  Marine  Corps  Officers  Lineal  List  -  A  record  of 
Marine  Corps  officers  on  active  duty  showing  social  security 
number,  name,  rank,  date  of  rank,  permanent  rank,  date  of  birth, 
date  first  commissioned,  and  pay  entry  base  date. 

Active  Milit^  Pay  Cases  -  A  file  of  each  Marine  on  active  duty 
containing  military  pay  records  opened  semiannually  prior  to  1  July 
1973  and  related  miscellaneous  pay  documents. 

Reserve  Personnel  Military  Pay  Cases  -  A  history  of  individual 
pay  accounts  of  Class  II  and  Class  III  Reserve  personnel  ordered 
to  temporary  active  duty  under  individual  duty  orders,  including 
pay  accounts  of  personnel  attending  the  Platoon  Leaders  class. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY)  -  Files 
of  pay  data  compiled  by  the  Central  Accounts  Division  in  support 
of  payments  made  to  Class  II  reservists  assigned  to  Organized 
MariiK  Corps  Reserve  units  containing  drill  reports,  unit  diaries, 
promotion  warrants,  certificates  for  performance  of  hazardous 
duty,  pay  adjustment  authorizations,  active  duty  for  training  or¬ 
ders,  pension  certificates,  token  payment  payrolls,  adjustment  and 
consolidated  final  settlement  payrolls,  and  other  miscellaneous 
documents  to  substantiate  payments  to  Reserve  personnel. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel 
Declared  Missing  In  Action  -  A  record  of  deposits  and  withdrawals 
of  Marine  Corps  personnel  in  a  missing-in-action  status  containing 
member’s  name,  social  security  number,  balance  of  deposits,  and 
name  and  address  of  the  designated  beneficiary  to  whom  monies 
are  disbursed. 

Federal  Housing  Administration  (FHA)  FUes  -  Files  contain  so¬ 
cial  security  numiKr,  name,  FHA  account  number,  due  date  of  in¬ 
surance  premiums,  and  record  of  bills  and  payments. 

U  S  Treasury  Department,  Internal  Revenue  Service  Form  941c  - 
A  record  effecting  adjustment  of  social  security  wages,  previously 
reported  or  nonreported,  containing  the  member’s  name,  soci^ 
security  number,  ni^tary  pay  group,  period  covered,  and  the  mone¬ 
tary  amount  of  adjustment. 

Marine  Corps  Disbursing  Officers  Shortage  Accounts  -  File  con¬ 
tains  accountability  of  losses,  letters,  and  vouchers  pertaining 
thereto. 

Indebtedness  Cases  -  Files  contain  the  debtor’s  name,  social 
security  number,  current  mailing  address,  the  reason  for  indebted¬ 
ness  a^  correspondence  relating  thereto,  persotud  financial  infor¬ 
mation  provided  by  the  debtor,  receipts  of  payments,  control  book, 
cash  record.  deM  ledger,  collection  agent’s  ledger,  collection 
vouchers,  personal  information  provided  by  credit  biueau  reports, 
indebtedness  record  card,  debt  control  card,  accountability  state¬ 
ments.  complete  military  pay  accounts.  General  Accounting  Office 
inquiries.  General  Accounting  Office  Notices  of  Exception,  legal 
notices  pertaining  to  bankruptcy,  tax  certificates,  and  o^er  miscel¬ 
laneous  substantiating  records  and  vouchers  relating  to  the  in¬ 
debtedness. 


Authority  for  nuiintenancc  of  the  system:  Unit  Diaries  •  Section 
23,  Title  6,  General  Accounting  Office  Manual;  Marine  Corps 
Order  P7220.31;  SECNAVINST  P52I2.5B 

Annual  Separation  Listings  •  Standing  operating  procedures  used 
for  reference  and  research  purposes. 

Annual  Reserve  Tax  Listing  -  Marine  Corps  Order  7220.17D; 
standing  operating  procedures. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel  -  Standing  operating  procedures  used  for  reference  and 
research  purposes. 

Microfilm  of  Quarterly  Social  Security  Wage  Data  -  Standing 
operating  procedures  used  for  reference  and  research  purposes. 

Microfilm  of  Master  Allotment  File  -  Standing  operating 
procedures  used  for  reference  and  research  purposes. 

Microfiche  and  MicrofUm  of  Field  and  Alpha  Locators  •  Standing 
operating  procedures  used  for  reference  and  research  purposes. 

Microfiche  of  Marine  Corps  Officers  Lineal  List  -  Standing 
operating  procedures  used  for  reference  and  research  purposes. 

Active  Military  Pay  Cases.  Section  23,  Title  6,  General  Account¬ 
ing  Office  Manu^;  Military  Pay  Procedures  Manual. 

Reserve  Personnel  Military  Pay  Cases.  Section  23,  Title  6, 
General  Accounting  Office  Manual;  Military  Pay  lYocedures 
Manual. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY)  -  Sec¬ 
tion  23,  Title  6,  General  Accounting  Office  Manual;  Military  Pay 
Procedures  Manual,  Marine  Corps  Order  7220. 17D. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel 
Declared  Missing  in  Action  -  Department  of  Defense  Pay  and  Entit¬ 
lements  Manual. 

Federal  Housing  Administration  (FHA)  Files  -  Department  of 
Defense  Directive  1338.4  of  20  July  1971  and  SECNAVINST 
1741. 4D 

U  S  Treasury  Department,  Internal  Revenue  Service  Form  941c, 
Internal  Revenue  Service  Code. 

Marine  Corps  Disbursing  Officers  Shortage  Accounts  -  Navy 
Comptroller  Manual. 

Indebtedness  Cases  -  Federal  Claims  Collection  Act  of  1966,  80 
Stat.  309. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  collected  for 
the  purpose  of  accounting  for  appropriated  funds  disbursed  by 
authorized  appointed  agents;  processing  claims  for  and  against  the 
United  States  Government;  auditing  by  the  General  Accounting  Of¬ 
fice;  holding  area  for  disbursing  records  until  subsequent  disposi¬ 
tion  of  records  is  effected. 

Military  and  civilian  personnel  assigned  to.  and  employed  by,  the 
Marine  Corps  Finance  Center  in  pursuance  of  official  duties,  and 
the  General  Accounting  Office. 

Accountability  of  appropriated  funds;  processit^  claims  for  and 
against  the  United  States  Govenunent;  processing  requests  for 
remission  and/or  waiver  of  indebtedness;  pursuing  collection  action 
against  former  Marine  Corps  personnel  who  are  indebted  to  the 
United  States  Government;  processing  wage  and  tax  adjustments  to 
the  Internal  Revenue  Service  and  the  Social  Security  Administra- 
'  tion;  investigating  individual  pay  accounts  and  related  documents  to 
determine  monies  due  claimant  or  to  substantiate  an  indebtedness 
previously  established  in  response  to  written  and  telephonic  con¬ 
gressional  inquiries  received  on  behalf  of  active  and  former  mem¬ 
bers  of  the  Marine  Corps;  administering  the  Federal  Rousing  Ad¬ 
ministration  and  home  mortgage  insurance  programs;  administering 
the  Uniformed  Services  Savings  Deposit  Program  for  missing  in  ac¬ 
tion  personnel;  extracting  fiscal  .data  for  budgetary  purposes  and 
submitting  fiscid  reports  to  Headquarters,  U  S  Marine  Corps;  ex¬ 
tracting,  reporting,  and  paying  Federal  income  taxes  and  social 
security  taxes  to  the  Internal  Revenue  Service;  extracting  and  re¬ 
porting  wages  paid  subject  to  social  security  tax  to  the  Social 
Security  Administration  on  an  individual  basis;  processing  and  ad¬ 
judicating  travel  claims,  both  individual  and  dependent  travel; 
research^  and  collecting  information  incident  to  inquiries  received 
from  Federal  Government  agencies.  State  and  county  government 
and  agencies.  Department  of  the  Navy  and  Marine  Corps  activities, 
other  branches  of  the  Armed  Forces,  and  interested  individual 
parties  having  authorized  access  to  the  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Unit  Diaries.  Paper  records  in  folders. 

Substantiating  Vouchers.  Paper  records  in  folders. 

Military  Payrolls.  Paper  records  in  folders. 

Financial  Returns.  Paper  records  in  folders. 
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Military  Pay  Cases  of  Separated  Personnel.  Paper  records  in  fol¬ 
ders. 

Annual  Separation  Listings.  Paper  records  in  hardback  binders. 
Annual  Reserve  Tax  Listings.  Paper  records  in  hardback  binders. 
Microfilm  of  Annual  Wa^e  and  Tax  Information  of  Active  Duty 
Personnel.  Reel  type  microfilm  of  100  foot  capacity. 

Microfilm  of  Quarterly  Social  Security  Wage  Data.  Reel  type 
microfilm  of  100  foot  capacity. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators.  4  by  6 
inch  microfiche  sheets  and  reel  type  microfilm  of  100  foot  capacity. 

Microfiche  of  Marine  Corps  Officers  Lineal  List.  4  by  6  inch 
microfiche  sheets. 

Active  Military  Pay  Cases.  Paper  records  in  folders. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY).  Paper 
records  in  folders. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel 
Declared  Missing  In  Action.  Paper  records  in  folders. 

Federal  Housing  Administration  (FHA)  Files.  Paper  records  in 
folders. 

U  S  Treasury  Department,  Internal  Revenue  Service  Forms  941c. 
Paper  records  in  folders. 

Indebtedness  Cases.  Paper  records  in  folders  and  reel  type 
microfilm  of  100  foot  capacity. 

Retrievability:  Unit  Diziries.  Filed  by  the  reporting  unit  code 
number  and  month  in  which  the  diary  was  prepared. 

Substantiating  Vouchers.  Filed  by  the  fourth  terminal  digit  of  the 
member’s  social  security  number  within  the  disbursing  officer’s 
symbol  number  and  the  month  in  which  the  pay  change  was  ef¬ 
fected. 

Military  Payrolls.  Filed  by  the  disbursing  officer’s  voucher 
number,  each  payee  identified  by  name  and  social  security  number. 

Financial  Returns.  Filed  by  the  disbursing  officer’s  voucher 
number  in  the  month  in  which  payment  was  disbursed. 

Military  Pay  Cases  of  Separated  Personnel.  Filed  by  the  fourth 
terminal  digit  of  the  member’s  social  security  number. 

Annual  Separation  Listings.  A  mechanized  listing,  in  numerical 
sequence  by  the  fourth  terminal  digit  of  the  social  security  number, 
filed  by  the  calendar  year  in  which  a  member  was  separated  from 
active  duty. 

Annual  Reserve  Tax  Listings.  A  mechanized  listing  in  alphabeti¬ 
cal  sequence  and  filed  by  the  calendar  year  in  which  the  wage  data 
applies. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel.  A  microfilm  listing  in  numerical  sequence  by  the  first 
three  digits  of  the  social  security  number  and  filed  by  the  calendar 
year  in  which  the  tax  data  applies. 

Microfilm  of  Quarterly  Social  Security  Wage  Data.  A  microfilm 
listing  in  numerical  sequence  by  the  first  three  digits  of  the  social 
security  number  and  filed  by  the  quarter  within  the  calendar  year  in 
which  the  wages  were  earned. 

Microfilm  of  Master  Allotment  File.  A  microfilm  listing  in  numer¬ 
ical  and  alphabetical  sequence  and  filed  by  the  month  in  which  the 
allotment  data  applies. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators. 
Microfiche  and  reel  microfilm  in  both  numerical  and  alphabetical 
sequence  and  filed  according  to  the  effective  date  of  issue. 

Microfiche  of  Marine  Corps  Officers  Lineal  List.  A  microfiche 
listing  in  alphabetical  and  control  number  sequence  according  to 
rank,  and  filed  according  to  the  effective  date  of  issue. 

Active  Military  Pay  Cases.  Filed  in  numerical  sequence  by  the 
fourth  terminal  digit  of  the  member’s  social  security  number. 

Reserve  Personnel  Military  Pay  Cases.  Fil^  in  numerical 
sequence  by  the  fourth  termini  digit  of  the  member’s  social  securi¬ 
ty  number. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY).  Filed 
by  the  reporting  unit  code  number  and  chronologically  by  the 
month  in  which  the  CAREPAY  records  were  prepared. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel 
Declared  Missing  In  Action.  Filed  alphabetically  by  the  member’s 
surname. 

Federal  Housing  Administration  (FHA)  Files.  Filed  in  numerical 
sequence  by  the  Federal  Housing  Administration  case  number  by 
due  month  and  pay  group;  i.e.,  officers  and  enlisted. 

U  S  Treasury  Department,  Internal  Revenue  Service  Forms  94lc. 
Filed  by  reporting  period  and  applicable  pay  group. 

Marine  Corps  EMsbursing  Officers  Shortage  Accounts.  FUed  by 
the  disbursing  officer’s  symbol  number  and  name. 

Indebtedness  Cases.  Filed  in  alphabetical  sequence 


Safc|;uards:  Federal  Protective  Security  Guards.  Records  are 
maintained  in  areas  not  normally  accessible  to  other  than 
authorized  personnel. 

Retention  and  disposal:  Unit  Diaries.  Retained  in  the  Examination 
Division,  Records  Services  Branch,  for  18  months;  then  transferred 
to  the  Federal  Records  Center  and  destroyed  after  a  total  retention 
period  of  4  years  in  accordance  with  General  Accounting  Office  in¬ 
structions. 

Substantiating  Vouchers.  Retained  in  the  JUMPS  Division, 
Records  and  Files  Branch,  until  microfilmed;  then  forwarded  to  the 
Examination  Division,  Records  Services  Branch,  and  retained  for 
18  months;  then  transferred  to  the  Federal  Records  Center  and 
destroyed  after  a  total  retention  period  of  10  years  in  accordance 
with  General  Accounting  Office  instructions. 

Military  Payrolls.  Retained  in  the  Examination  Division,  Finan¬ 
cial  Accounts  Branch,  for  1  month  after  receipt;  then  forwsutled  to 
the  Records  Services  Branch  and  retained  for  18  months;  then 
transferred  to  the  Federal  Records  Center  and  destroyed  adter  a 
total  retention  period  of  10  years  in  accordance  with  (^neral  Ac¬ 
counting  Office  instructions. 

Financial  Returns.  Retained  in  the  Examination  Division,  Finan¬ 
cial  Accounts  Branch,  for  I  month  after  receipt;  then  forwiuded  to 
the  Records  Services  Branch  for  a  retention  period  of  4  months; 
then  transferred  to  the  Federal  Records  Center  and  destroyed  after 
a  total  retention  period  of  10  years  in  accordance  with  General  Ac¬ 
counting  Office  instructions. 

Military  Pay  Cases  of  Separated  Personnel.  Retained  in  the  Ex¬ 
amination  Division,  Claims  and  Separations  Branch,  for  18  months 
following  end  of  the  calendar  year  in  which  the  member  was 
released  from  active  duty,  then  released  to  the  Records  Services 
Branch  for  transfer  to  the  Federal  Records  Center  and  destroyed 
after  a  total  retention  period  of  10  years  in  accordance  with 
General  Accounting  Office  instructions. 

Annual  Separation  Listings.  Retained  in  the  Examination  Divi¬ 
sion,  Records  Services  Branch,  for  10  years  or  until  such  time  as 
the  corresponding  military  pay  cases  are  destroyed. 

Annual  Reserve  Tax  Listings.  Retained  in  the  Examinations  Divi¬ 
sion,  Records  Services  Branch,  until  no  longer  useful;  then 
destroyed. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel.  Retained  in  the  Examination  Division,  Records  Services 
Branch,  until  no  longer  useful;  then  destroyed. 

Microfilm  of  Quarterly  Social  Security  Wage  Data.  Retained  in 
the  Examination  Division,  Records  Services  Branch,  indefinitely. 

Microfilm  of  Master  Allotment  File.  Retained  in  the  Examination 
Division,  Records  Services  Branch,  until  no  longer  useful;  then 
destroyed. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators.  Retained 
in  the  Examination  Division,  Records  Services  Branch,  indefinitely. 

Microfiche  of  Marine  Corps  Officers  Lineal  List.  Retained  in  the 
Examination  Division,  Records  Services  Branch,  until  new  listing  is 
received;  then  destroyed. 

Active  Military  Pay  Cases.  Retained  in  the  Examination  Division, 
Pay  Record  Au^t  Branch,  until  such  time  as  member  is  released 
from  active  duty;  then  released  to  the  Claims  and  Separations 
Branch  and  ultimate  transfer  to  the  Federal  Records  Center. 

Reserve  Personnel  Military  Pay  Cases.  Retained  in  the  Examina¬ 
tion  Division,  Pay  Record  Audit  Branch,  for  3  fiscal  years;  then 
transferred  to  the  Federal  Records  Center  and  destroyed  after  a 
tot^  retention  period  of  10  years  in  accordance  with  ^neral  Ac¬ 
counting  Office  instructions. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY). 
Retained  in  the  Examination  Division,  F^y  Record  Audit  Branch, 
for  3  fiscal  years;  then  transferred  to  the  Federal  Records  Center 
and  destroyed  after  a  total  retention  period  of  10  years  in  ac¬ 
cordance  with  General  Accounting  Office  instructions. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel 
Declared  Missing  In  Action.  Retained  in  the  Examination  Division, 
General  Audit  Branch,  until  such  time  as  the  account  is  closed; 
then  filed  in  the  member’s  military  p^  case  and  held  until  the  case 
is  transferred  to  the  Federal  Records  Center. 

Federal  Housing  Administration  (FHA)  Files.  Retained  in  the  Ex¬ 
amination  Division,  General  Audit  Branch,  for  3  years  flawing 
termination  of  the  member’s  entitlement;  then  filed  in  the  member’s 
military  pay  case  and  held  until  the  case  is  transferred  to  the 
Federal  Records  Center. 

U  S  Treasury  Department,  Internal  Revenue  Service  Forms  941c. 
Retained  in  the  Examination  Division,  Financial  Accounts  Branch, 
for  four  years  following  the  date  the  941c  was  prepared;  then 
destroyed. 
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Marine  Corps  Disbursing  Officers  Shortage  Accounts.  Retained 
in  the  Examination  Division,  Financial  Accounts  Branch,  for  two 
years  after  final  settlement;  then  destroyed. 

Indebtedness  Cases.  Retained  in  the  Examination  Division,  Set¬ 
tlements  Branch,  until  case  is  closed  or  declared  uncollectible;  then 
transfer  the  uncollectible  cases  to  the  General  Accounting  Office  or 
to  the  member’s  service  record  book  according  to  the  disposition  of 
each  particular  case.  Record  of  Indebtedness  cards  are  reduced  to 
microfilm  annually  and  retained  indefinitely. 

System  manaccr(s)  and  address:  Commandant  of  the  Marine 
Corps  (Code  FE)D). 

Marine  Corps  Finance  Center. 

General  Accounting  Office. 

Notificatfon  procedure:  Information  may  be  obtained  from: 
Commanding  Officer 
Marine  Corps  Finance  Center 
Examination  Division 
Kansas  City,  Missouri  64197 
Telephone:  Area  Code  816-926-7853 
Individual  will  be  required  to  furnish  name,  social  security 
number,  duty  status,  and  type  of  information  or  records  required. 
Same  as  notification. 

Name,  social  security  number,  military  identification  card,  or 
other  appropriate  identification. 

Record  access  procedures:  Same  as  notification. 

Coateating  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina- 
tions  by  the  individual  concerned  may  be  obtain^  from  the  system 
manager. 

Record  source  categories:  Marine  Corps  activities  having  the 
responsibility  of  collecting  data  and  preparing  reports  and  docu¬ 
ments;  Headquarters  U  S  Marine  Corps;  credit  unions;  credit  bu¬ 
reaus;  insurance  companies;  courts;  and  financial  institutions. 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00008 

System  name:  Civilian  Labor  Projection,  Operations  and  Main¬ 
tenance,  MC  Budget  Report  (Job  Procedure  5576) 

System  location:  Budget  Branch,  0,MC  Budget  Section  (Code 
462),  Office  of  the  Comptroller,  Marine  Corps  Supply  Activity, 
Philadelphia,  PA  19146 

Categories  of  individuals  covered  by  the  system:  All  civilians  in 
pay  status. 

Categories  of  records  in  the  system:  Pay  rates;  scheduled  within- 
grade  increases,  government  portion  of  fringes. 

Anthortty  for  maintenance  of  the  system:  MCO  7301 .56D 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Budget,  forecasting  of 
civilian  payroll  needs  for  future  time  periods. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispasing  of  records  in  the  system: 

Storage:  Computer  Paper  Printouts 

Retrievability:  Employee  badge  number  within  Activity  code. 
Safeguards:  None 

Retention  and  disposal:  Perpetual;  updated  quarteriy. 

System  manager(s)  and  address:  Office  of  the  Comptroller, 
Marine  Corps  Supply  Activity,  Philadelphia,  PA  19146 
Nodficatioa  procedure:  Information  may  be  obtained  from: 
Commanding  (Jeneral  (Code  400) 

Marine  Corps  Supply  Activity 
Philadelphia,  PA  19146 

Record  accem  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commanding  Gener^  (Code  400),  Marine  Corps  Supply 
Activity,  Phfladelphia,  PA  19146 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  SYSMANAGeR 
Record  source  categories:  Civilian  payrolls 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00009 

System  name:  Pay  Vouchers  for  Marine  Corps  Junior  Reserve  Of¬ 
ficer  Training  Course  Instructors 
System  location:  All  Marine  Corps  District  Headquarters. 


Categories  of  individuals  covered  by  the  system:  Retired  Marines 
in  the  Marine  Corps  Junior  Reserve  Officer  Training  Course  In¬ 
structor  Program. 

Category  of  records  in  the  system:  Files  contain  individual  name, 
rank,  social  security  number,  unit  to  which  assigned,  requests  for 
payment  of  salaries. 

Authority  tor  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  recoro:.  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  Junior 
Reserve  Officer  Training  Course  Officer  and  administrative  and 
fiscal  personnel  for  evaluation  and  processing  for  payment. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  stored  in  filing  cabinets. 

Retrievability:  Alphabetically  by  last  name,  and  school  to  which 
assigned. 

Safeguards:  Access  limited  to  Marine  Corps  Junior  Reserve  Of¬ 
ficer  Training  Course,  administrative  and  fiscal  personnel  required 
to  process  payment  requests  and  payments.  After  working  hours 
the  office  and  building  are  locked.  A  guard  is  located  in  the  general 
vicinity. 

Retention  and  disposal:  Files  are  retained  for  three  years  and  then 
destroyed. 

System  manager(s)  and  address:  Marine  Corps  Junior  Reserve  Of¬ 
ficer  Training  Course  Officer  Marine  Corps  Districts. 

Notification  procedure:  Write  or  visit  SYSMANAGER  of  Marine 
Corps  District  in  which  school  is  located.  Provide  full  name,  social 
security  number,  and  military  status.  Proof  of  identity  may  be 
established  by  military  identification  card  or  DD-214  and  drivers 
license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 

Contestii^  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  Senior  Marine  Instructor  of  Marine 
Corps  Junior  Reserve  Training  Course  unit  of  which  instructor  is  a 
member. 

Systems  exempted  from  certain  proviskms  of  the  act:  None 
MFDOOOlO 

System  name:  Per  Diem  and  Travel  Payment  System 

System  location:  Primary  System-Disbursing  Offices,  Marine 
Corps  Posts  and  Stations 

Categories  of  individuals  covered  by  the  system:  All  Marine  Co^s 
civilian  and  military  personnel  receiving  travel  advances  or  making 
settlement  of  travel  claims  to  the  local  Disbursing  Office. 

Categories  of  records  in  the  system:  Completed  travel  claims  with 
documentation  cross-referenced  to  individuals. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  includii^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  disbursing 
employees  for  cross-reference  between  individual  and  disbursement 
of  funds  for  reimbursement  in  the  performance  of  official  travel. 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  matters  regarding  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  liti^tion, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  Agencies. 

Courts  -  By  ofHcials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  •  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Conunittee  or  subcommittee  thereof,  any 
joint  committee  of  Cot^ress  or  subcommittee  of  joint  committee  on 
matters  within  their  junsdiction  requiring  disclosure  of  the  files. 
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The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  t^  Marine  Corps. 

Polida  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dis|Mising  of  records  in  the  system: 

Storage:  Card  file. 

Retrievability:  Employee  name,  social  security  number  or  badge 
number. 

Safeguards:  Card  file  is  maintained  and  used  by  specific  clerks 
within  travel  section  of  the  Disbursing  Office.  After  working  hours, 
office  is  locked  in  a  building  with  controlled  access  by  armed 
guards. 

Retention  and  disposal:  Data  is  maintained  until  individual  departs 
the  area  and  all  travel  advances  have  been  settled. 

System  managerfs)  and  address:  Disbursing  Officer 

Notification  procedure:  Information  may  be  obtained  from; 

Disbursing  Offices,  Marine  Corps  Posts  and  Stations 

Record  access  proc^ures:  Signed  written  requests  should  contain 
the  full  name  of  the  individual  and  social  security  number  or  badge 
number  and  addressed  to  the  address  listed  under  NOTIFICATION 
above. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Travel  orders  and  disbursing  docu¬ 
ments. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MHDOOOOl 

System  name:  Biographical  Files 

System  location:  Reference  Section  (Code  HDR),  History  & 
Museums  Division,  Headquarters.  U  S  Marine  Corps,  Washington, 
D  C  20380  and  all  major  Marine  Corps  commands  and  districts. 

Categories  of  individuals  covered  by  the  system:  Marine  Corps 
General  Officers  and  those  Marines  considered  as  being  or  having 
been  newsworthy. 

Categories  of  records  in  the  system:  File  contains  biographical 
sketches,  press  releases  and  media  clippings. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Coue  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  commands,  activities  and  organizations  By  officials 
and  employees  in  connection  with  their  official  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Office  of  the  Attorney  General  in  connection  with 
litigation,  law  enforcement  or  other  matters  under  the  direct  ju¬ 
risdiction  of  the  Department  of  Justice  or  as  carried  out  as  the  legal 
representative  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  (Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Officer  relat¬ 
ing  to  the  Marine  Corps. 

Historical  researchers-to  determine  accuracy  of  facts  and  provide 
background  for  correspondence  and  studies. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  microfiche,  and  photo¬ 
graphs. 

Retrievability:  Filed  alphabetically  by  last  name  of  subject. 

Safe^nards:  Building  employs  security  guards.  Files  within  a  vault 
accessible  only  to  authorized  personnel  who  are  screened  and  re¬ 
gistered  prior  to  being  granted  access. 

Retentioa  and  disposal:  Files  are  permanent 

System  managers)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Nodfkatioo  procedure:  Information  may  be  obtained  from: 


The  Commandant  of  the  Marine  Corps  (Code  HD) 

Headquarters,  U  S  Marine  Corps 
Room  3129,  Reference  Section  Head 
Navy  Aimex  (Federal  Office  Building  2) 

Washington,  D  C  20380 
Telephone;  Area  Code  202/694-I481/I473 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  The  Conunandant  of  the  Marine  Corps  (Code  HDR), 
Headquarters  U  S  Marine  Corps,  Washington,  D  C  203^ 

Written  requests  for  information  should  contain  the  full  lumne  of 
the  individual. 

For  persorud  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  nuiy  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Newspapers,  magazines.  Marine  Corps 
press  releases  and  biographical  sketches. 

Systems  exempted  from  certain  prorishms  of  the  act:  None 
MHD00006 

System  name:  Register/Lineal  Lists 
System  location:  The  Commandant  of  the  Marine  Corps, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Categories  of  iiulividuals  covered  by  the  system:  Lists  of  all  active 
duty  a^  retired  officers  from  1800  to  present. 

Categories  of  records  in  the  system:  Bound  volume  'of  listings 
which  include  individual’s  name,  rank. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Historical  Researchers  - 
To  determine  authority  of  dates,  names  and  ranks  of  personnel. 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  the  execution  of  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  coimection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  le^  representa¬ 
tives  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  theretrf,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  junsdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Bound  volumes  retained  in  library 
Retrievability:  Yearly  volume  listed  alphabetically  within  ranks. 
Safeguards:  Building  employs  security  guards.  Files  within  a  vault 
accessible  only  to  authorized  personnel  who  are  screened  and  re¬ 
gistered  prior  to  being  granted  access. 

Retention  and  disposal:  Files  are  permanent 
System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  HD) 
Headquarters,  U  S  Marine  Corps 
Room  3129,  Reference  Section  Head 
Navy  Annex 
Washington.  D  C  20380 
Telephone:  Area  Code  202/694-1481/1473 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commandant  of  the  Marine  Corps  (Code  HDR). 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  2()380 
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Written  requests  for  information  should  contain  the  full  name  of 
the  individual. 

For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  identification. 

CoalcftiiM  record  procedures:  The  agency’s  rules  for  access  to 
records  ano  for  contesting  contents  and  appealiitg  initial  determina¬ 
tions  by  the  individual  concerned  may  be  retained  from  the 
SYSMANAGER. 

Record  source  categories:  Internal  Publication 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MILOOOOl 

System  name:  Assignment  and  Occupancy  of  Family  Housing  ^ 
Records 

System  location:  System  is  organizationally  decentralized. 
Records  are  maintained  at  Marine  Corps  Installations  with  family 
housing.  , 

Categories  of  individuals  covered  by  the  system:  File  contains  in¬ 
dividual’s  application,  assigiunent  to  and  occupancy  history  of 
family  housing.  Records  include,,  but  are  not  limited  to  information 
from  the  Manpower  Management  System  and  the  Joint  Uniform 
Military  Pay  System. 

Categories  of  records  in  the  system:  File  contains  individual’s  ap¬ 
plication  and  assignment  to  and  occupancy  history  of  family  hous¬ 
ing. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Installation  Family 
Housing  Offices  -  To  obtain  information  in  order  to  determine  type 
of  quarters  to  which  individual’s  are  to  be  assigned;  to  make  as¬ 
signments  and  to  personnel  who  are  assigned  to  quarters. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  on  file  cards. 

Retrievability:  Filed  alphabetically  by  last  name  of  housing  occu¬ 
pant  and  in  order  of  position  on  waiting  list. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel;  waiting  lists  are  maintained  for  public  inspec¬ 
tion. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  during  time  that  personnel  is  residing  in  quarters, 
retained  in  a  quarters  record  jacket  after  termination  of  occupancy. 

System  manager(s)  and  address:  The  Commarulant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  (Code  LF)  Washington, 
D  C  20380 

Notification  procedure:  Information  may  be  obtained  from:  The 
Conunanding  Officer  of  the  Marine  Corps  Installation  from  which 
family  housing  has  been  requested,  assigned  or  vacated.  Mailing  ad¬ 
dresses  are  as  shown  in  the  Navy  Standard  Distribution  List 
(OPNAV  P09B3-107). 

Record  access  procedures:  Requests  for  information  from  in¬ 
dividuals  should  addressed  to  the  Commanding  Officer  of  the 
Marine  Corps  installation(s)  at  which  the  individu^  applied  for  or 
occupied  fa^y  housing.  Such  requests  should  include  name,  social 
security  number,  quarters  number  if  known,  and  dates  of  period 
addressed  in  the  inquiry.  InstaUation  addresses  are  as  reported  by 
the  Navy  Standard  Distribution  List. 


Personal  visits  may  be  made  to  the  installation  in  questions  any 
normal  work  day  between  8:00  AM-4:30  PM.  For  persoi^  virits  the 
individual  should  be  able  to  provide  valid  personal  identificatioa 

Coutestfaig  record  pryedufti:  The  agency’s  rules  for  access  to 
records  anef  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Application  from  individual  seeking 
family  housing.  Marine  Corps  Manpower  Management  System; 
Joint  Uniform  t^tary  Pay  System. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
MIL00002 

System  name:  Bachelor  Housing  Registration  Records  System 

System  locatkm:  Each  Bachelor  Officer  CJuarters/Bachelor  Staff 
Quarters  (BOQ/BSQ)  assigned  registration  responsibilities. 

Categories  of  individuals  covered  by  the  system:  Military  and 
civilian  persormel  who  are  current  and  former  residents  of  BOQ’s 
and  BSQ’s. 

Categories  of  records  in  the  system:  Contains  personal  identifying 
information,  arrival/departure  dates;  type  of  orders;  monetary  al¬ 
lowance  information;  BOQ/BSQ  and  room  identification. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  inclodi^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  is  to  pro¬ 
vide  adequate  records  for  management  of  Bachelor  housing.  Used 
by  office  persormel  to  maintain  a  record  of  occupancy.  By  auditors 
to  verify  occupancy.  By  other  military  and  DOD  officials  when 
required  in  the  execution  of  their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accesdng,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  cards,  file  folders,  status  boards,  etc. 

Retrievability:  Alphabetically  by  name  and  social  security 
number. 

Safeguards:  Stored  in  locked  office  during  nonworking  hours  or 
when  office  is  not  matuied.  Access  on  a  itMd  to  know  basis  only 
for  official  purposes. 

Retentfam  and  disposal:  Retained  for  four  years;  then  destroyed. 

System  managerfs)  and  address:  Decentralized.  The  local  com¬ 
mander  is  responsible  for  management  of  B(X}’s  and  BSQ’s. 

Notification  procedure:  Requests  shall  be  addressed  to  the 
SYSMANAGER  Requestor  must  be  able  to  provide  appropriate 
identifying  information. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER 

Contesting  record  procedures:  Rules  for  contesting  contents  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  BOQ/BSQ  office  persormel  and  infor¬ 
mation  from  individu^  who  fills  out  registration  card. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00003 

System  name:  Laundry  Charge  Accounts  Records 

System  locaticm:  Marine  Corps  activities  with  laundry  facilities. 

Categories  of  individuals  covered  by  the  qrstem:  Individuals  who 
have  applied  for  Laundry  charge  accounts. 

Categories  of  records  in  the  system:  Name,  rank,  unit,  social 
security  number,  quarters  address  and  telephone  number,  date  and 
ticket  number  of  laundry  service  and  amount  charged. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Accounting  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retahiiag, 
and  disposing  of  records  in  the  system: 

Storage:  In  paper  records  in  file  feeders. 

Retrievability:  By  name. 

Safeguards:  Records  are  maintained  in  locked  filing  cabinets 
within  locked  offices  of  buildings.  Records  are  accesst^  only  to 
persons  whose  performance  require  it 

Retentfam  and  disposal:  Five  years  and  then  destroy. 

System  managcr(s)  and  address:  Decentralized.  Laundry  charge 
accounts  managed  under  the  Commanding  General  of  each  activity 
which  has  a  laundry. 
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PRIVACY  ACT  ISSUANCES 


Nodficatioo  procedure:  Correspondence  pertaining  to  records 
maintained  by  ^  laundry.  Contact  the  Commanding  General  of  the 
Marine  Corps  activity  in  question. 

Record  access  procedures:  Information  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individuals 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00004 

System  name:  Personal  Property  Program 

System  location:  All  Marine  Corps  Bases  and  Federal  Record 
Centers 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  having  shipped  or  stored  personal  property  or  privately 
owned  automobiles.' 

Categories  of  records  in  the  system:  File  contains  individual’s  ap¬ 
plications  for  shipment  and/or  storage,  related  shipping  documents 
and  records  of  delivery  and  payment. 

DD  619  (Statement  of  Accessorial  Services  Performed) 

DD  828  (Motor  Vehicle  Shipment  Application) 

DDllOO  (Household  Goods  Storage  Record) 

DDllOl  (Household  Goods  Storage  information) 

DD1252  (Owiter’s  U  S  Customs  Declaration  and  Entry  and 
Inspecting  Officer's  Certificate) 

DDI 299  (Application  for  shipment  and/or  storage  of  Personal 
Property) 

DD1671  (Reweight  of  Household  Goods) 

DDI 780  (Report  of  Carrier  Services  Personal  Property 
Shipment)  , 

DD1781  (Property  Owners  Report  on  Carriers  Report) 

DD1797  (Personal  Property  Counseling  Checklist) 

DD1799  (Member’s  report  on  Carrier  Performance  -  Mobile 
Homes) 

DDI  800  (Mobile  Home  Shipment  Inspection  at  Destination) 
DD1841  (Schedule  of  Property  Damages) 

DDI  842  (Claim  for  Personal  ^operty  against  the  United 
States) 

DD1845  (Demand  on  Cairier/Contractor) 

Authority  for  maintenance  of  the  system:  DOD  Regulation  4500.34 
’Personal  ^operty  Traffic  Management  Regulation’  ' 

JAG  Manual 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  piuposes  of  such  uses:  Traffic  Management  Of¬ 
fices  and  applicable  Finance  Center  for  effecting,  coordinating  and 
payment  of  personal  property  shipment  and  storage. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  member. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  cleared  and  trained 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  until  end  of  calendar  year  in  which  transaction  was  ef¬ 
fected,  held  additionally  in  inactive  file  indefinitely. 

System  manager(s)  and  address:  Assistant  Secretary  of  Defense 
(Installations  and  Lt^stics  (ASD  (I&L))  Washington,  D  C 

Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  LFS-2) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  224-1067 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  Commandant  of  the  Marine  Corps  (LFS-2),  Headquar¬ 
ters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Written  request  for  information  should  contain  the  full  name  of 
individual,  SSN,  current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  ac¬ 
ceptable  identification  and  give  some  verbal  information  that  could 
be  verified  with  his  ’case’  folder. 

Contestiitt  record  procedures:  The  agency's  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 


tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Application  and  related  forms  from  the 
individual  requesting  access;  notification  of  personal  clearance 
from  the  SYSMANAGER  research  note/documents  from  records 
custodians. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00005 

System  name:  Passenger  Transportation  Program 

System  location:  All  Marine  Corps  Bases 

Categories  of  individuals  covered  by  the  system:  Military  personnel 
and  their  dependents,  DOD  civilian  employees  and  their  depen¬ 
dents,  and  other  individuals  furnished  transportation  via  commer¬ 
cial  transportation  resources  and  Department  of  Defense  single 
manager  transportation  resources. 

Categories  of  records  in  the  system:  File  contains  copies  of  pas¬ 
senger  transportation  procurement  documents  issued,  copies  of  of¬ 
ficial  travel  orders  supporting  the  issuances;  applications  for  trans¬ 
portation  of  dependents,  port  call  requests  and  confirmations;  co¬ 
pies  of  endorsements  to  orders  indicating  transportation  issuances; 
requests  and  authorizations  for  space  available  MAC  transporta¬ 
tion. 

SF  1169  United  States  of  America  Transportation  Request 

DD  652  Uniformed  Services  Meal  Ticket 

DD  884  Application  for  Transportation  for  Dependents' 

DD  1287  Request  for  Commercial  Transportation 
DD  1341  Report  of  Commercial  Carrier  Passenger  Service 
DD  1482  Military  Airlift  Command  (MAC)  Transportation 
Authorization. 

Authority  for  maintenance  of  the  system:  MCO  P4600.14A  (joint) 
Military  Traffic  Management  Regulation  (Promplgates  policy  and 
procedures  applicable  to  performance  of  traffic  management  func¬ 
tions  within  the  CONUS) 

DOD  4515.I3-R  Air  Transportation  Eligibility  (Policy  and 
procedures  applicable  to  movement  via  DOD  owned  and  controlled 
airlift) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Traffic  Management  Of¬ 
fices  and  Applicable  Finance  Onter  for  effecting  coordination  and 
payment  of  passenger  transportation  charges  by  commercial  trans¬ 
portation  and  Military  Airlift  Command  (MAC)  resources. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Passenger  Transportation  Procurement  documents 
filed  by  serial  number  preprinted  on  the  documents. 

Other  documents  filed  in  alphabetical  order  by  last  name  of 
member. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  cleared  and  trained. 

Retention  and  disposal:  Copies  of  transportation  procurement 
documents  held  by  issuing  office  for  period  of  4  years,  after  which 
they  are  destroyed.  Other  records  retained  in  active  fields  until  end 
of  calendar  year  in  which  transaction  was  effected,  held  addi¬ 
tionally  in  inactive  file  indefinitely. 

System  manager(s)  and  address:  Commander,  Military  Traffic 
Management  Command,  Washington,  D  C  (Travel  via  commercial 
transportation  within  CONUS) 

Commander,  Military  Airlift  Command,  Scott  AFB,  IL 
(International  travel  via  DOD  owned  and  controlled  airlift) 

Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  LFS-2) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone  224-1781 

Record- access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  Commandant  of  the  Marine  Corps,  (Code  LFS-2), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Written  request  for  information  should  contain  the  full  name  of 
the  individual,  SSN,  current  address  and  telephone  number. 

For  person^  visits,  the  individual  should  be  able  to  provide  ac¬ 
ceptable  identification  and  give  some  verbal  information  relating  to 
commercial  transportation  furnished  or  Military  AirUft  Command 
(MAC)  transportation  arrangements  on  a  space  required  or  space 
available  basis. 
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CoateatiiM  record  procedures:  The  agency’s  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individuals  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Application  and  related  forms  from  the 
individual  requesting  access;  notification  of  personal  clearance 
from  the  SYSMANAGER  research  notes/documents  from  records 
custodians. 

Systems  exempted  from  certain  provisions  of  the  act:  Notre 
MIL00006 

System  name:  Dealer’s  Record  of  Sale  of  Rifle  or  Pistol.  State  of 
California 

System  location:  Each  Marine  Corps  Activity  in  California 
Categories  of  individuals  covered  by  the  system:  Authorized 
Marine  Corps  Exchange  patrons  who  purchase  a  rifle  or  pistol  from 
the  Exchange. 

Categories  of  records  in  the  system:  Individual  identifying  infor¬ 
mation  including  height,  weight,  color  of  hair  and  eyes,  if  purchaser 
is  a  citizen,  if  Uie  purchaser  has  been  convicted  of  a  felony,  or  if 
the  purchaser  is  addicted  to  use  of  narcotics,  the  individual’s  occu¬ 
pation.  and  descent. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Marine  Corps 
Exchange  personnel  for  record  keeping  purposes,  one  copy  is  sent 
to  the  State  of  California  in  Sacramento,  California  and  to  the  local 
Sheriff’s  office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  In  paper  records  in  file  folders. 

Retrievability:  By  name 

Safeguards:  Records  are  maintained  in  locked  filing  cabinets 
within  locked  offices  of  buildings.  Records  are  accessible  only  to 
authorized  personnel  only. 

Retention  and  disposal:  Records  are  maintained  for  five  years  and 
then  destroyed. 

System  managerfs)  and  address:  Decentralized.  System  managed 
by  local  commanders. 

Notification  procedure:  Correspondence  pertaining  to  records 
maintained  by  local  commands  may  be  addressed  to  the  Command¬ 
ing  Officer  of  the  activity  concern^. 

Record  access  procedures:  Information  may  be  obtained  from  the 
SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individuals 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00007 

System  name:  Marine  Corps  Exchange  Service  Station  Work  Orders 
Systm  location:  Marine  Corps  activities  with  exchanges  operating 
a  service  station. 

Categories  of  individuals  covered  by  the  system:  Authorized 
Marine  Corps  Exchange  patrons  who  avail  themselves  of  automo¬ 
bile  servicing. 

Categories  of  records  in  the  system:  Individual  identifying  infor¬ 
mation,  vehicle  description,  speedometer  reading. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Marine  Corps 
Exchange  service  station  personnel  for  normal  business  purposes. 

Policies^  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stors^:  In  paper  records  in  file  folders. 

Retrievability:  By  name 

Safeguards:  Records  are  maintained  in  locked  filing  cabinets 
within  locknl  offices  of  building.  Records  are  accessible  only  to 
persons  whose  performance  require  it. 

Retentioa  and  disposal:  Work  orders  are  retained  for  one  year 
and  then  destroyed. 


System  managerfs)  and  address:  Local  commander.  See  Directory 
of  Department  of  the  Navy  mailing  addresses. 

Notification  procedure:  Correspondence  pertaining  to  records  may 
be  addressed  to  the  Commanding  General  or  Commanding  Officer 
of  the  activity  concerned. 

Record  access  procedures:  Information  may  be  obtained  from 
SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individuals 
Systems  exempted  from  certain  provisioas  at  the  act:  None 
MIL00008 

System  name:  Cigarettes  Sales  Abuse  File 
System  kxatioo:  Marine  Corps  Exchange,  Headquarters  Battalion 
(Code  200),  Marine  Corps  Supfdy  Acitivity,  Phila.,  Pa.  19146 
Categories  of  individuate  covered  by  the  system:  Records  cigarette 
purchases  by  PX  patrons  who  are  buying  large  quantities  of 
cigarettes  over  a  period  of  time. 

Categories  of  records  in  the  system:  Contains  name,  social  securi¬ 
ty  number  and  record  of  amount  of  cigarettes  purchased,  date  and 
s^es  person's  initials. 

Authority  for  maintenance  of  the  system:  Local  SOP 
Routine  uses  of  records  maintnined  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Available  to  determine  a 
pattern  of  abuse  of  cigarette  exchange  privileges.  Available  to 
Exchange  Officer,  adjutant.  Headquarters  Battalion,  Marine  Corps 
Supply  Activity,  Phila.  Pa.,  state  investigative  officials. 

Policies  and  practices  for  staring,  rctrievfaig,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Index  cards  in  file  folders. 

Retrievability:  By  name 

Safeguards:  Only  one  copy  made  and  maintained  in  Exchange 
records. 

Retentioa  and  dteposal:  Six  months 

System  managerfs)  and  arfafareas:  Exchange  Officer,  Headquarters 
Battalion  (Code  Marine  Corps  Suf^y  Activity,  Phila.,  Pa. 

19146 

Notificatioa  procedure:  Information  may  be  obtained  from; 
Exchange  Officer,  Marine  C^orps  Exchange  2  21 
Marine  Corps  Supply  Activity 
Phila.,  Pa.  19146 

Record  access  procedures:  Individual  requests  should  be  ad¬ 
dressed  to:  Conunanding  Officer,  Headquarters  Battalion  (Code 
200),  Marine  Corps  Supfdy  Acitivity,  Phila.,  Pa.  19146 
Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
SYSMANAGER. 

Record  source  categories:  Marine  Corps  Exchange  sales  persormel 
Systems  exempted  from  certain  provisioas  at  the  act:  None 
MIL00009 

System  nanK:  Fire  Arms  Transaction  Record 
System  locatkm:  Marine  Corps  Activities  with  Exchanges  selling 
fire  arms  * 

Categories  at  individnate  covered  by  the  system:  Authorized 
Marine  Corps  Exchange  patrons  who  purchase  fire  arms  from  the 
Exchange. 

Categories  of  records  in  the  system:  Individual  identifymg  infor¬ 
mation,  itKluding  age,  height,  weight,  date  and  place  of  birth,  race, 
description  of  fire  arm,  certificate  by  individual  that  he  has  tKver 
been  convicted  of  a  felony,  that  he  is  not  a  fugitive  from  justice, 
not  addicted  to  the  use  of  drugs,  not  adjudicated  to  be  a  mental  de¬ 
fective  or  conunitted  to  a  mental  institution,  that  he’s  not  been 
discharge  from  the  armed  forces  under  dishooorable  conditions, 
that  he  is  not  an  ill^al  ahen  and  that  he  hasn’t  renounced  his 
citizenship.  Information  from  documents  used  to  provide  in¬ 
dividual’s  identifleation. 

Authority  lor  maintenance  at  the  qratem:  Title  S,  U.  S.  Code  301 
Routine  nses  at  records  mnintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purpoacs  at  such  uses:  Used  by  Marine  Corps 


FEDERAL  REGISTER,  VOL.  42,  NO.  1 88— WEDNESDAY,  SEPTEMBER  28,  1977 


51192 


PRIVACY  ACT  ISSUANCES 


ExchaoM  personnel  for  record  keeping  purposes,  and  a  copy  is  • 
sent  to  tM  local  law  enforcement  personnel  for  their  information. 

Polktea  and  practkcs  for  storing,  retrieving,  acccaing,  retaining, 
and  diepoeing  of  records  in  the  syalem: 

Storage:  In  paper  records  in  file  folders 
RetrievabiUty:  By  name 

Safcgnards:  Records  are  maintained  in  locked  fibng  cabinets 
within  locked  ofKces  of  buildings.  Records  are  accessible  only  to 
authorized  personnel  only 

Retentioa  and  disposal:  Records  are  maintained  for  five  years  and 
then  destroyed. 

System  maoager(s)  and  address:  Decentralized  system  managed 
by  local  Commanders. 

Notification  procedure:  Correspondence  pertaining  to  records 
maintained  by  local  Commands  may  be  addressed  to  the  Command¬ 
ing  Officer  of  the  activity  in  question. 

Record  acce»  procedures:  Information  may  be  obtained  from 
SYSMANAGER 

Contestiim  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 
MILOOOlO 

System  name:  Customer  Service  Records/Special  Accounts 
System  location:  Local  Marine  Corps  Exchange  Office 
Categories  of  individuals  covered  by  the  system:  The  contents  of 
these  files  are  a  compilation  of  all  records  required  in  the  adminis¬ 
tration  of  special  accounts. 

Categories  of  records  in  the  system:  Records  are  manually 
prepared  files  containing  data  used  in  accounting  for  merchandise 
not  normally  in  stock  and  has  been  ordered  by  authorized  patrons 
or  deferred  payment  plans. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  management 
and  clerical  personnel  for  normal  business  purposes  including  ac¬ 
counting  for  sales  and  inventory  control. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  In  paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  patron's  last  name 
Safeguards:  Records  are  maintained  in  locked  filing  cabinets 
within  locked  offices  of  buidings.  Records  are  accessible  to 
authorized  personnel  only. 

Retention  and  disposal:  Records  are  maintained  for  five  years  and 
then  destroyed. 

System  managerfs)  and  address:  Decentralized  System  managed 
by  local  Commanders.  , 

Notification  procedure:  Correspondence  pertaining  to  records 
maintained  by  local  commands  may  be  addressed  to  the  Command¬ 
ing  Officer  ot  the  activity  in  question 
Record  access  procedures:  Information  may  be  obtained  from 
SYSMANAGER 

Contcstiiu  record  procedures:  The  agency’s  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  <^tained  from  the 
SYSMANAGER 

Record  source  categories:  Individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 
MILOOOll 

System  name:  MDSVEN  Vendor  Directory 
System  location:  All  Marine  Corps  commands  which  operate  a 
Marine  Corps  Exchange. 

Categories  of  individuals  covered  by  the  system:  All  vendors’ 
names  and  addresses  actively  engaged  in  business  with  the  local 
exchange. 

Categories  of  records  in  the  system:  File  contains  vendor  names 
and  addresses;  freight  information,  delivery  and  discount  terms  for 
remittance  and  payment 

Anthofity  for  maintenance  of  the  system:  Title  10,  U.  S.  Code  7601 


Routine  uses  of  records  maintained  in  the  system,  includi^  catego¬ 
ries  of  users  and  the  purposes  of  snch  uses:  Purchasing  Activity  •  To 
obtain  addresses  for  ordering,  freight  and  delivety  information, 
discount  terms,  etc.;  required  for  entry  on  Purchase  Orders 

Accounting  Activity  •  To  obtain  biihng  and  remittance  addresses 

PoUdea  and  practices  for  storing,  retrieving,  accesring,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Mechanized  print-outs  and  computer  discettes 

Retrievahilhy:  Filed  in  computer  and/or  discettes  by  permanently 
assigned  6  digit  file  numbers 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  on  a  need-to-know  basis. 

Retention  and  disposal:  Records  are  permanent;  updated  as  neces¬ 
sary.  Held  until  vendor  is  no  longer  actively  engaged  in  business 
with  Exchange,  then  record  is  eliminated  and/or  cleaned  off 
diskette. 

System  manager(s)  and  address:  Decentralized  system  managed 
by  local  commanders.  See  Directory  of  Department  of  the  Navy 
mailing  addresses.  » 

Notification  procedure:  Correspondence  pertaining  to  records 
maintained  by  local  commands  may  be  addressed  to  the  Command¬ 
ing  Officer  of  the  activity  concerned. 

Record  accem  procedures:  Information  may  be  obtained  by  coji- 
tacting  SYSMANAGER 

Requests  should  contain  the  full  name  of  the  requester  and  the 
basis  of  the  request. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  by  contacting  the 
SYSMANAGER. 

Record  source  categories:  Notification  from  applicable  vendors, 
correspondence  and  agreements  originating  between  vendor  and 
Exchange  Procurement  Activity. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
M1L00012 

System  name:  Standard  Licensing  Procedures  For  Operators  of 

Military  Motor  Vehicles 

System  location:  All  Marine  Corps  motor  vehicle  licensing  facili¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  Military  and  DOD 
civilian  employees  required  to  operate  a  govemment-owned/or  con¬ 
trolled  motor  vehicle  including  nonappropriated  fund  vehicles. 

Categories  of  records  in  the  system:  Files  contain  information  on 
each  individual’s  driving  Experience,  who  applies  for  a  Government 
Operators  Permit  to  incliKle  traffic  accidents  involved  in,  any 
refusal,  suspension  or  revocation  of  State  Operator’s  License,  all 
violations  of  traffic  regulations  (other  than  overtime  poking)  for 
which  he  has  been  found  guilty,  misrepresentation  or  failure  to  re¬ 
port  these,  and  results  of  physkid  examinations. 

DD  Form  1 360  -  Operators  (Salifications  and  Record  of 
Licensing,  Examination  and  Performance 

NAVFAC  9-11240/10  -  Application  for  Motor  Vehicle 
Operators  Permit 

SF  47  •  Physical  Fitness  Inquiry  for  Motor  Vehicle  Operators 

NAVFAC  9-11240/11  -  Checklist  and  Scoresheet  for  Road  Test 
in  Traffic 

SF  46  -  U  S  (jovernment  Motor  Vehicle  Operator’s 
Identification  Card 

Dot  Form  HS  1047  -  Request  for  Search  of  National  Drivers 
Register 

Dot  Form  1054  •  Report  of  Inquiry  Searched 
Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nscs:  Motor  vehicles  Ucensins 
procedures  used  to  determine  the  qualification  of  personnm 
requesting  motor  vehicle  operator’s  I  D  cards 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

RetrlevaMlity:  Filed  in  alphabetical  order  by  last  name  of  appli¬ 
cant 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel 
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Rctcntkm  and  disponi:  Copies  are  normally  held  for  3  years  and 
are  then  destroyed. 

System  nuuia^rfs)  and  address:  Deputy  Chief  of  Staff  for  Instal- 
')lations  and  Logistics,  Headquarters,  U  S  Marine  Corps,  Washing¬ 
ton,  D  C 

Decentralized  system  managed  by  local  commands. 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters,  U  S  Marine  Corps  (Code  LME) 

Room  400 

Commonwealth  Building 
Arlington,  VA  22209 
Teleimone:  Area  Code  202/695-3460 

Correspondence  pertaining  to  records  maintained  by  local  com¬ 
mands  may  be  addressed  to  the  commanding  officer  of  the  activity 
in  question.  See  Directory  of  Department  of  the  Navy  Mailing  Ad¬ 
dresses. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  Commandant  of  the  Marine  Corps  (Code  LME), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380; 
SYSMANAGER  of  activity  concerned. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individual  information  is  taken  from 
NAVMC  10964,  Licensing  application,  civil  authorities,  Provost 
Marshal’s  office,  service  record,  organization  commanders. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00013 

System  name:  Individual  Uniform  Clothing  Records 

System  location:  All  Marine  Corps  activities,  but  records  limited 
to  individuals  having  received  clotlung  through  that  activity. 

Categories  of  individuals  covered  by  the  system:  Personnel  of  the 
Marine  Corps,  Marine  Corps  Reserve,  Navy  Corpsmen  authorized 
to  wear  Marine  Corps  uniforms,  candidates  of  ofheer  procurement 
programs  of  the  Marine  Corps  (including  Marine  option  NROTC), 
former  Marines  authorized  to  purchase  Marine  Corps  uniforms 
from  Marine  Corps  clothing  stocks. 

Categories  of  records  in  the  system:  Files  contain  listings  *of  in- 
dividu^  uniform  clothing  issued  in-kind  and  clothing  sold  to  in¬ 
dividuals  on  a  cash  basis,  mail-order  basis  or  pay  checkage  basis. 
NAVMC  604  -  Individual  Clothing  Requisition  and  Issue  Slip 
(Men’s) 

NAVMC  604b  -  Individual  Clothing  Requisition  and  Issue  Slip 
(Women’s) 

NAVMC  604a  -  Transmittal  of  Clothing  Issue  Slips 
NAVMC  10710  -  Men’s  Individual  Clothing  Request 
NAVMC  10711  -  Women’s  Individual  Clothing  Request 
NAVMC  631  •  Individual  Clothing  Record  (Men’s) 

NAVMC  63Ia  -  Individual  Clothing  Record  (Women’s) 

DD  Form  358  -  Special  Measurement  Blank  -  Clothing  -  Men’s 
DD  Form  1 1 1 1  -  Armed  Forces  Measurement  Blank  -  Special 
Sized  Clothing  •  Women’s 

DD  Form  150  -  Special  Measurement  Blank  for  Special 
Measurement/  Orthopedic  Boots  and  Shoes 
DD  Form  1348  -  DOD  Single  Line  Item  Requisition  System 
Document  (Manual) 

SF  344  -  GSA  Multi-use  Standard  Requisitioning/Issue  System 
Document 

Naval  messages/speedletters  when  used  in  lieu  of  routine 
MILSTRIP  procedures. 

Authority  for  maintenance  of  the  system:  Executive  Order  10113 
of  24  February  1950 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  substantiate  supply 
accounting  records  for  clothing  issued  or  sold  from  Marine  Corps 
stocks  to  individuals,  and  when  sales  are  made  on  a  pay  checkage 
basis,  to  substantiate  pay  checkage  action  under  the  Joint  Uniform 
Milit^  Pay  System  (JUMPS) 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievahility:  May  be  filed  for  retrieval  by  either  name  or  SSN, 
or  when  used  as  a  substantiating  document  for  issues/sales  at  a 
retail  clothing  outlet,  files  are  primarily  in  transaction  document 
number  sequence. 


Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel. 

Retention  and  disposal:  Three  years  when  used  to  substantiate  is¬ 
sues  under  the  clothing  Monetary  Allowance  System. 

As  required  when  used  to  substantiate  financial/pay  checkage 
transactions. 

Until  individual  uniform  clothing  items  issued  in  kind  to  members 
of  the  Marine  Corps  Reserve  are  recovered  upon  separation. 

Three  years  following  detachment  from  duty  for  which  an  issue 
of  supplementary  uniforms  was  authorized. 

System  manager(s)  and  address:  Decentralized  system  -  managed 
by  local  command. 

Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  LMP) 

Room  378 

Commonwealth  Building 
Arlington,  Virginia  22209 
Telephone  Area  Code:  202/694-1775 

Correspondence  pertaining  to  records  maintained  by  local  com¬ 
mands  may  be  addressed  to  the  commanding  officer  of  the  activity 
in  question.  See  Directory  of  Department  of  the  Navy  Mailing  Ad¬ 
dresses. 

Information  required  from  requester: 

Full  name 
SSN 

Military  status 
Current  address 

Specifics  of  information  desired 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commandant  of  the  Marine  Corps  (Code  LMP), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Individual  information.  Joint  Uniform 
Military  Pay  System/  Manpower  Management  System 
(JUMPS/MMS). 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00014 

System  name:  Exchange  Privilege  Authorization  Log 

System  location:  Organized  Marine  Corps  Reserve  units. 

Categories  of  individuals  covered  by  the  system:  Any  member  of 
the  Organized  Marine  Corps  Reserve  unit  who  becomes  eligible  for 
exchange  privileges  as  a  result  of  attending  drills  with  that  unit  in 
accordance  with  current  regulations. 

Categories  of  records  in  the  system:  Log  contains  a  list  by  name 
of  individuals  who  are  issued  exchange  privilege  authorization  let¬ 
ters.  The  list  is  maintained  on  a  quarterly  basis. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  the  Commanding  Of¬ 
ficer/Inspector-Instructor  of  Reserve  Units  to  keep  a  record  of  per¬ 
sonnel  who  were  authorized  to  use  the  exchange  during  each  fiscal 
quarter.  Exchange  personnel  -  letters  are  utilized  to  veitfy  authority 
of  Reserve  to  utilize  exchange  services. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Papers  bound  log  book  on  paper  -  letters  issued  to  in¬ 
dividual  Reserves. 

Retrievahility:  Alphabetically  by  last  name  for  each  fiscal  quarter. 
Personnel  who  join  during  the  quarter  are  added  to  the  list  as  they 
become  eligible  for  exchange  privileges. 

Safeguards:  The  log  is  maintained  in  an  area  accessible  only  to 
authorized  personnel.  This  area  is  locked  during  non-working  hours. 

After  working  hours  the  office  and  building  are  locked.  A  guard 
is  located  in  the  general  vicinity. 

Retention  and  disposal:  The  log  will  be  destroyed  one  year  from 
the  end  of  the  calendar  year  for  which  entries  are  made. 

System  manager(s)  and  address:  Inspector-Instructor  of  Organized 
Marine  Corps  Reserve  unit. 

Notification  procedure:  Write  or  visit  SYSMANAGER.  Provide 
full  name,  social  security  number,  and  miliu^  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD- 
2L4  and  drivers  license. 
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Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Monthly  drill  attendance  records  of  Or¬ 
ganized  Marine  Corps  Reserve  unit. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
M1L00015 

System  name:  Housing  Referral  Services  Records  System 

System  location:  All  Marine  Corps  installations  with  housing 
referral  offices. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  reporting  to  an  installation  who  will  be  residing  off  base 
desirous  of  seelung  off  base  housing. 

Categories  of  records  in  the  system:  Information  is  collected  on 
DD  Form  1668  from  all  military  personnel  reporting  to  a  housing 
referral  office  as  pertains  to  name,  grade,  branch  of  service,  or¬ 
ganization  and  location,  local  address,  housing  needs,  e.g. 
rental/sale,  number  of  bedrooms,  fumished/unfumished,  price 
range,  etc.,  number  of  dependents,  male  or  female,  and  age.  A  list 
of  housing  referral  services  provided  and  identification  of  member 
of  racial  or  ethnic  minority  groups.  Individuals  provided  referral 
assistance  must  in  turn  provide  notification  of  housing  selection  by 
use  of  DD  Form  1670  which  includes  such  information  as  type  of 
housing  selected,  e.g.,  location,  temporary/permanent,  rental/sale, 
cost,  number  of  bedrooms,  media  through  which  housing  was 
found,  e.g.,  housing  referral,  realtor,  newspaper,  etc.,  and  satisfac¬ 
tion  with  selection,  e.g.,  too  small,  too  far,  discrimination  encoun¬ 
tered,  and  satisfaction  with  housing  referral  services  provided. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Referr^  offices  use  data 
to  assist  and  counsel  individuals  in  locating  suitable  housing  off 
base,  used  for  follow-up  purposes  when  written  notification  from 
individual  is  not  provided  as  to  ultimate  location  of  housing,  used 
for  purposes  of  reporting  statistics  on  field  activity  housing  referral 
services,  used  to  follow  up  on  availability  of  rental  unit  subsequent 
to  occupant's  receipt  of  PCS  orders,  and  follow  up  regarding  te¬ 
nant/landlord  complaints. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 

Retrievability:  By  individual’s  name. 

Safeguards:  Housing  files  within  the  housing  referral  or  housing 
office,  used  solely  within  the  housing  organization  and  protected  by 
military  installation’s  security  measures.  Individual  may  upon 
request,  have  access  to  all  such  data. 

Retention  and  disposal:  Data  is  retained  until  individual’s  tour  is 
completed  and  subsequently  disposed  of  according  to  local  records 
disposition  instructions. 

System  manager(s)  and  address:  Commandant  of  the  Marine 
Corps  (Code  LFF-3),  Headquarters,  U  S  Marine  Corps,  Washing¬ 
ton,  D  C  20380. 

Notification  procedure:  Records  are  maintained  by  housing  refer¬ 
ral  offices  at  the  Marine  Corps  activity  responsible  for  providing 
referral  services  for  military  personnel  in  the  area.  Individual  may 
request  access  to  records  upon  proof  of  identity  (ID  card). 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  installation  family  housing  office. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  installation  family  housing  office. 

Record  source  categories:  Data  collected  from  each  applicable  in¬ 
dividual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00016 

System  name:  Depot  Maintenance  Management  Subsystem  (DMMS) 

System  location: 

Marine  Corps  Supply  Center,  Albany,  Georgia  31704 
Marine  Corps  Supply  Center,  Barstow,  Caluomia  ^311 

Categories  of  individuals  covered  by  the  system:  Any  military  or 
civilian  employee  of  USMC  Depot  Maintenance  Activities 


Categories  of  records  in  the  sy^em:  System  contains  individual’s 
Personal  History  File,  Labor  Distribution  Reports,  Time  and  At¬ 
tendance  Reports  and  Payroll  Reports 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301  ^ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  Supply 
Centers  -  To  provide  payroll  support  and  cost  accounting 
Congress  of  the  United  States 

Naval  Audit  Service  -  To  obtain  audit  trails  for  cost  accounting 
DOD  Departments  and  agencies 

USMC  staff  agencies  and  commands  -  To  review  cost  accounting 
and  financial  management  procedures,  to  monitor  labor  distribution 
Federal,  state,  and  local  tax  agencies 
General  Accounting  Office 
Treasury  Department 
Department  of  Justice 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  magnetic  tapes  and  disks,  computer  paper 
printouts  and  microfiche. 

Retrievability:  Filed  by  employee  badge  number 
Safeguards:  Buildings  have  security  personnel.  Records  are  main¬ 
tained  in  areas  accessible  to  authorized  personnel  that  are  properly 
screened. 

Retention  and  disponi:  Records  are  maintained  until  end  of 
calendar  year  in  which  employee  has  worked.  At  the  end  of  one 
year,  the  computer  magnetic  tapes  and  disks  are  erased  and  paper 
printouts  are  destroyed  by  studding.  Microfiche  is  destroy^  by 
burning. 

System  manager(s)  and  address: 

Commandant  of  the  Marine  Corps  (Code  LMM), 

Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Director,  DMA,  Marine  Corps  Supply  Center,  Albany,  Georgia 
Director,  DMA,  Marine  Corps  Supply  Center,  Barstow, 
California 

Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  LMM), 

Headquarters,  U  S  Marine  Corps  Washington,  D  C  20380 
CG,  Marine  Corps  Supply  Center  (A300),  Albany,  Georgia 
31704 

CG,  Marine  Corps  Supply  Center,  (B3(X)),  Barstow,  California 
92311 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  Commanding  General,  Marine  Corps  Supply 
Center  (A300),  Albany,  Georgia  31704  or  Commanding  General, 
Marine  Corps  Supply  Center,  (B300),  Barstow,  California  92311. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address,  telephone  number. 

For  personal  visits,  the  indiiddual  should  be  able  to  provide  some 
acceptable  identification,  i.e.,  driver’s  license,  social  security  card, 
etc. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
'records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Automated  system  interfaces 
Application  and  related  forms  from  the  individual  requesting  em¬ 
ployment. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
M1L00017 

System  name:  Transportation  Data  Financial  Management  System 
(TDFMS) 

System  location:  Commanding  General,  Marine  Corps  Supply 
Center  (Code  A470),  Albany,  Georgia  31704 
Categories  of  individuals  covered  by  the  system:  All  Marine  Co^s 
active  duty,  reserve,  and  retired  personnel,  federal  Civil  Service 
employees  of  the  Marine  Corps  and  their  dependents. 

Categories  of  records  in  the  system:  The  TDFMS  Master  Files 
consist  of  a  complete  automated  record  for  all  Marine  Corps  active 
duty,  reserve  and  retired  personnel,  federal  Civil  Service  em¬ 
ployees  of  the  Marine  Corps  and  their  dependents  concerning  the 
movement  of  household  gc^s,  personal  effects  and  passenger  or 
personnel  transportation  by  rail,  bus,  air  or  other  means  involving 
expen^tures  of  Marine  Corps  funds. 
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Authority  for  maintenance  o(  the  tvstem:  Title  37,  U  S  Code/Title 
10.  U  S  Code  and  Marine  Corps  Orders  within  the  4600  Series. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  rarposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps,  Marine  Corps  activities  for  analysis  and  research  for 
budget  forecasting;  audit,  verification,  certification  of  O&MMC, 
Stock  Fund,  Reserve,  Procurement,  MPMC  expenditure  of  Marine 
Corps  fuiids;  identifying  movement  of  material  by  weight,  com¬ 
modity  within  areas  by  FY  historical  data  of  commodity  move¬ 
ments,  related  cost,  budget  forecasting,  validation,  and  special  stu¬ 
dies. 

Marine  Corps  Supply  Center  to  monitor  and  certify  for  payment 
transportation  charges  concerning  the  movement  of  personal  pro¬ 
perty  and  personnel  and  to  initiate  collection/reimbursement  action 
tor  cost  incurred  that  exceeds  entitlements. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  offical 
duties. 

The  Attorney  General  of  the  U  S  -  By  officals  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  Agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  US-  The  Senate  or  the  House  of  Representa- 
Uves  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  Files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  or  any 
of  his  authorized  representatives  in  the  course  of  the  performance 
of  duties  of  the  General  Accounting  Office  relating  to  the  Marine 
Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  magnetic  tapes  and  discs,  computer  printouts, 
microfiche  and  microfilm. 

Retrievability:  Information  is  accessed  and  retrieved  by  name,  so¬ 
cial  security  number,  etc.  Conventional  and  computerized  indices 
are  required  to  retrieve  individual  records  from  the  system. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  maintained  until  statute  of 
limitations  has  expired  and/or  litigation  is  concluded. 

System  managerfs)  and  address:  The  Commandant  of  the  Marine 
Corps  (Code  LFS),  Headquarters,  U  S  Marine  Corps,  Washington, 
D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from: 
Commanding  General  (Code  A470) 

Marine  Corps  Supply  Center 
Albany,  Georgia  31704 

Telephone:  Area  Code  912/439-5674/5675/5676/5677 

Record  access  procedures:  Written  requests  from  individuals 
should  be  addressed  to  the  address  listed  under  the  heading  LOCA¬ 
TION. 

Written  requests  for  information  should  contain  social  security 
number,  full  name  and  current  address.  Government  Bill  of  Lading 
number  (if  known),  date  of  shipment  or  move  of  household  goods. 

For  personal  visits,  the  individual  should  be  able  to  provide  pmi- 
tive  personal  identification,  such  as  valid  military  identification 
card,  drivers  license,  etc. 

Contesting  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Government  and  commercial  carriers. 

Installation  Transportation  Officers. 

Authorized  order  writing  activities. 

Paying  or  disbursing  officers. 

Marine  Corps  Manpower  Management  System 

Systems  exempted  from  certain  provisions  of  the  act:  None 
M1L00018 

System  name:  Organization  Clothing  Control  File 

System  location:  Depot  Property  Control  Branch,  Marine  Corps 
Recruit  Depots 


Categories  of  individuais  covered  by  the  system:  Drill  Instructors, 
Marksmanship  Instructors,  Women  Marine  Special  Subject  Instruc¬ 
tors  and  Band  members. 

Categories  of  records  in  the  system:  Combined  Individual  Clothing 
Requisition  and  Issue  Slip  NAVMC  604  Form. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  records  of 
organizational  clothing  issued  to  authorized  personnel  until  items 
have  been  returned. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically  by  last  name  of  Marine  con-  * 
cemed. 

Safeguards:  Records  are  maintained  in  filing  cabinet  in  a  locked 
building. 

Retention  and  disposal:  Records  are  maintained  until  items  of  or¬ 
ganizational  clothing  are  returned. 

System  manager(s)  and  address:  Commanding  General,  Marine 
Corps  Recruit  E^pots 

Notification  procedure:  Information  may  be  obtained  from: 

Depot  Supply  Officer 

Depot  Service  and  Supply  Department 

Marine  Corps  Recruit  I^pot 

Parris  Island,  South  CaroUna  29905  or  San  Diego,  California 
92140 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Depot  Supply  Officer,  Depot  Services  and  Supply 
Department,  Marine  Corps  Recruit  £>epot,  Parris  Island,  SC  29%5 
or  San  Diego,  CA  92140. 

Written  requests  for  information  should  contain  the  full  name, 
social  security  number  and  current  address  of  the  individual  con¬ 
cerned. 

For  personal  visits,  the  individual  should  be  able  to  provide  a 
military  identification  card. 

Contesting  record  procedures:  The  Depot’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Provided  by  the  authorized  individual’s 
request  NAVMC  604  to  be  issued  items  of  Organizational  Clothing. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00019 

System  name:  Equipment  and  Weapons  Receipt  or  Custody  Files 

System  location:  System  is  decentralized.  Records  are  maintained 
at  Marine  Corps  commands,  organizations,  or  activities  that  issue 
said  equipment  or  weapons. 

Categories  of  individuals  covered  by  the  system:  System  contains 
name,  rank,  social  security  number,  unit  address,  and  date. 

Categories  of  records  in  the  system:  This  file  contains  name,  rank, 
social  security  number,  itemized  list  of  equipment  issued,  date  is¬ 
sued,  and  possibly  unit  and  section/Department  to  which  assigned. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  system  is  used  to 
identify  individuals  who  have  Government  property  in  their  posses¬ 
sion. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  binder,  file  folder,  box,  vertical  card 
file,  or  index  cards. 

Retrievability:  Records  are  filed  alphabetically  by  name. 

Safeguards:  After  working  hours,  the  office  and  building  are 
locked.  A  guard  is  located  in  the  general  vicinity. 

Retention  and  disposal:  These  records  are  destroyed  upon  the 
return  of  the  property  listed. 

System  managerfs)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity. 
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PRIVACY  ACT  ISSUANCES 


Notificatioa  procedure:  Write  or  visit  SYSMANAGER  Provide 
full  nameu  social  security  number,  and  milit^  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD 
214  and  drivers  license. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Information  is  entered  by  visual  certifi¬ 
cation  of  property,  issued  and  identification  presented  by  in¬ 
dividual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MI1^20 

System  name:  First  Marine  Division  Personnel  Assigned  to  Opera¬ 
tion  New  Arrivals 

System  location:  Headquarters,  First  Marine  Division  (Rein), 
FMF,  MCB,  Camp  Pendleton,  California  92055 

Categories  of  individuals  covered  by  the  system:  A  listing  of  per¬ 
sonnel  currently  assigned  by  order  in  support  of  Operation  New 
Arrivals  (SEAsia  refugees)  at  MCB,  Camp  Pendleton,  California. 

Categories  of  records  in  the  system:  The  listing  contains  in- 
dividuds'  name,  rank,  SSN,  MOS,  unit,  date  assigned  and  descrip¬ 
tive  information  on  billet  to  which  assigned. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Data  files  utilized  by 
personnel  managers  at  Division  Headquarters  to  monitor  status  of 
personnel  assigned  to  Operation  New  Arrivals  and  managerial  tool 
in  assignment  of  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  data  file  diskette  (IBM  3740  System).  Prints 
out  on  computer  paper. 

Retrievahility:  Accessed  by  cathode  ray  scanner,  prints  out  by 
name,  unit,  line  number,  MOS,  rank,  or  date  assigned. 

Safeguards:  IBM  3740  System  is  maintained  in  office  Cocked 
after  working  hours).  Equipment  and  diskettes  accessible  only  to 
authorized  personnel.  Extremely  limited  distribution  of  printouts 
(personnel  managers). 

Retention  and  disposal:  Individual  record  updated  as  changes 
occur.  Data  file  will  be  destroyed  upon  termination  of  First  Marine 
Division  support  to  Operation  New  Arrivals. 

System  manager(s)  and  address:  Commanding  General  (Attn: 
AC/S,  G-1),  First  Marine  Division  (Rein),  FMF,  Marine  Corps 
Base,  Camp  Pendleton,  California  92055. 

Notification  procedure:  Information  may  be  obtained  from: 
Commanding  General  (Attn:  AC/S,  G-1) 

First  Marine  Division,  FMF 
Camp  Pendleton,  California  92055 
Telephone:  Area  Code  714-725-5006 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to: 

Commanding  General  (Attn:  AC/S,  G-1) 

First  Marine  Division,  FMF 

Marine  Corps  Base 

Camp  Pendleton,  California  92055 

Written  requests  for  information  should  contain  the  full  name 
and  grade  of  the  individual. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individuals  assigned  to  Operation  New 
Arrivals. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00021 

System  name:  Working  Files,  Division  Supply  Sections  and  Wing 
Supply  Sections 

System  location:  Division  Supply  Section,  Regiments,  Battalions, 
Separate  Companies 

Wing  Supply  Sections,  Groups,  Separate  Squadrons 


Categories  of  individuals  covered  by  the  system:  Personnel  respon¬ 
sible  for  government  property,  reimbursing  government  for 
damages/loss  of  property. 

Categories  of  records  in  the  system:  Equipment  Custody  Records  ' 

(ECR)  •  This  file  contains  the  date,  voucher  number,  remarks, 
quantity,  signature,  control  number,  description  and  unit. 

Memorandum  Receipt  for  Individual/Garrison  Equipment  (IMR)  • 

This  file  includes  the  name,  grade,  SSN,  date,  organization,  signa¬ 
ture  and  unit. 

Memorandum  Receipt  for  Individual  Weapons  and  Accessories  - 
This  file  includes  the  name,  grade,  SSN,  organization,  signature  i 

and  unit. 

Personal  Effects  Log  -  This  file  includes  the  date,  name,  SSN, 
grade  and  signature. 

Letter  of  Appointment/Authorization  -  These  files  include  the 
date,  name,  grade,  SSN,  description  of  duties/authorizations  and 
sample  signature. 

Voucher  Files  -  Cash  Collection  -  This  file  includes  the  name, 
grade,  SSN,  unit,  description  of  sales  and  signature.  , 

Voucher  Files  -  Investigations  -  This  file  includes  the  name,  !| 

grade,  SSN  of  investigating  officer  and  signature.  I 

Investigation  Log/File  -  This  listing  contains  the  investigation  | 

number,  investigating  officer,  subject,  serial  number,  date  in¬ 
vestigation  received,  date  sent  to  unit  for  correction  (if  applicable),  ; 

due  date  to  be  returned  and  remarks.  File  also  contains  a  copy  of  ' 

the  investigation.  I 

Special  Order  Clothing  -  This  file  cincludes  the  name,  rank,  SSN,  I 

msg  number,  individual  unit,  and  remarks  regarding  receipt  of 
clothing. 

Base  Property  Log  -  Contains  a  list  of  names  of  personnel  who 
have  lost  and  paid  for  government  property. 

Serialized  Blank  Forms  Register  -  Contains  a  listing  of  personnel 
by  name  who  issue/receive  serialized  blank  forms. 

(^arterly  Inventory  of  Sets,  Chests  and  Kits  -  Contains  a  file  of 
inventories  made  on  contents  of  sets,  chests  and  kits  including  the 
name,  rank  and  SSN  of  the  individual  inventorying  property. 

Authority  (or  maintenance  of  the  system:  Title  5,  U.  S  Code  301 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Division  Supply  Section 
and  Wing  Supply  Section  -  By  officials  in  the  execution  of  their  as¬ 
signed  duties  in  reviewing  proper  maintenance  and  accountability  of 
government  property  by  units. 

Regiments,  Battalions,  Separate  Companies,  Groups,  Separate 
Squadrons  -  For  supply/S-4  personnel  to  obtain  information  pertain¬ 
ing  to  personnel  responsible  for  government  property  and/or  ad¬ 
ministering  supply  functions. 

Inspectors  from  higher  headquarters  (i.e.,  FMFPac:  Inspecting 
General  (IG)  Team,  FSMAO)  -  By  officials  in  the  execution  of  their 
assigned  duties  in  reviewing  proper  maintenance  and  accountability 
of  government  property  by  units. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  ECR  -  Vertical  file  cards 

IMR;  Individual  Weapons  and  Accessories,  Special  Clothing  - 
card  file 

Personal  Effects;  Investigation;  Base  Property  Log;  Serialized 
Blank  Forms  Register-Log  Book 

Letters  of  Appointment/Authorization;  Voucher  Files,  investiga¬ 
tions;  Quarterly  inventories  of  Sets,  Chests  and  Kits  -  paper 
records  in  file  folders. 

Retrievahility:  ECR  -  files  by  unit  or  responsible  officer 

IMR;  Individual  Weapons  and  Accessories;  Special  Clothing  - 
filed  alphabetically  by  name 

Personal  Effects,  Investigation  Log;  ^Letter  of  Appoint¬ 
ment/Authorization;  Voucher  Files;  Base  Property  Log;  Serialized 
Blank  Form  Register;  Quarterly  Inventory  of  Sets,  Chests  and  Kits 
-  as  it  occurs  by  name. 

Safeguards:  IMR;  Individual  Weapons  and  Accessories  Records  - 
maintained  in  secured  area  within  armories  accessible  only  to  per¬ 
sonnel  authorized  to  be  in  the  area. 

ECR;  Personal  Effects  Log;  Letters  of  Authority;  Voucher  Files; 
Investigations;  Special  CTotIung;  Base  Property  Log;  Serialized 
Blank  Forms  Register;  Quarterly  Inventory  of  Sets,  Chests  and 
Kits  -  Personnel  within  supply/S-4  sections  authorized  access,  no 
special  safeguard  implemented. 

Retention  and  disposal:  ECR;  IMR;  Weapons  Custody  Records; 
Special  Clothing  retain  until  accountable  balance  is  zero. 
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Personal  Effects  Log;  Quarterly  Inventory  of  Sets,  Chests  and 
Kits  •  one  year. 

Letters  of  Appointment/ Authorization  •  five  (5)  years. 

Voucher  Files;  Investigation  Log;  Base  Property  Log;  Serialized 
Blank  Forms  Remster  •  two  years. 

All  files  may  DC  destroyed  after  being  maintained  the  required 
timeframe. 

Investigations  •  Two  years  after  the  end  of  the  fiscal  year  in 
which  the  investigation  was  completed. 

System  managerfs)  and  address:  Division  Supply  Officers,  Marine 
Corps  Division;  Wing  Simply  Officers,  Marine  Corps  Aircraft 
Winips.  See  Directory  of  Department  of  the  Navy  Activities  for 
mailing  address. 

Notification  procedure:  Apply  to  SYSMANAGER 

Record  access  procedures:  Rules  for  aqcess  may  be  obtained  from 
SYSMANAGER 

Written  retwests  for  information  should  contain  the  full  name, 
grade  and  SSN  of  the  individual  as  well  as  the  unit  to  which  he 
is/was  attached  which  would  reflect  information  pertaining  to  him. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  category:  Individual  and/or  individual’s  SRB  or 
OQR  or  other  listing  unit  may  have  which  contains  required  infor¬ 
mation. 

Incoming  messages  for  Special  Order  Clothing. 

Base  Locator. 

Completed  investigations  submitted. 

Systems  exempted  from  certain  provMons  of  the  act:  None  • 
M11J00022 

System  name:  Delinquent  Clothing  Alteration  List 

Systm  location:  System  is  decentralized.  Records  are  maintained 
at  Marine  Corps  Commands,  organizations,  or  activities  that  alter 
clothing. 

Categories  of  individuals  covered  by  the  system:  List  of  personnel 
who  have  failed  to  pick  up  altered  clothing. 

Categories  of  records  in  the  system:  Contains  an  alphabetical  list¬ 
ing  of  personnel  who  have  faded  to  pick  up  clothing  which  has 
been  altered  for  them. 

Authority  for  nudntenance  of  the  system:. Title  S,  U.S.  Code  301 

Routine  uses  of  records  maintained  in  the  mtem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Clothing  Branch  Officer 
in  Charge  to  notify  the  respective  Commanding  Officers  of  person- 
ttel  listed,  that  uniforms  have  been  altered  and  need  to  be  picked 
up. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Cards/File  Folders 

Retrievahility:  Alphabetical  by  unit  assigned. 

Safeguards:  After  working  hours,  the  office  and  budding  are 
locked.  Guards  are  located  in  the  general  vicinity. 

Retention  and  disposal:  Maintained  for  two  years,  then  destroyed. 

System  managerfs)  and  address:  Clothing  Officer  of  the  activity 
concerned. 

Notification  procedure:  Information  may  be  obtained  from  the  in¬ 
dividual  command  to  which  an  individual  is  assigned  for  duty.  Ad¬ 
dresses  of  individual  commands  are  listed  in  the  Navy  Standard 
Distribution  List  (OPNAV  P09B3-107). 

Record  accem  procedures:  Written  requests  from  individuals 
should  be  addressed  to  the  Commanding  Officer  of  the  activity 
concerned.  Activity  addresses  are  as  reported  in  the  Navy  Standard 
Distribution  List. 

Written  requests  should  include  name  and  social  security  number. 

Personal  visits  may  be  made  to  the  installation  in  question. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  appeal¬ 
ing  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categorks:  Cards  filled  out  by  personnel  when 
leaving  clothing  for  alteration. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
MINOOOOl 

System  name:  Personnel  Security  Eligibility  and  Access  Information 
System 


System  locadkm:  Primary  system  -  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380. 

Secondary  system  •  Local  activity  to  which  individual  is  assigned 
(See  List  of  Mariiw  Corps  Activities,  MCO  P5400.6 — ). 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
U  S  Marine  Corps  and  Marine  Corps  Reserve,  former  members, 
applicants  for  enlistment  or  commissioning,  Marine  Corps  civilian 
employees,  and  other  persons  whose  status  or  position  effects  the 
security,  order,  or  discipline  of  the  Marine  Corps. 

Categories  of  records  in  the  system:  Files  contain  reports  of  per¬ 
sonnel  security  investigations,  criminal  investigations,  counterintel¬ 
ligence  investigations,  correspondence,  records  and  information 
pertinent  to  an  individual’s  acceptance  and  retention,  personnel 
security  clearance  and  access,  assignment  to  personnel  reliability 
programs  and  other  high  risk  or  compartmented  information  pro¬ 
grams  requiring  personnel  quality  control. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  (Dfficiais  and  employees 
of  the  U  S  Marine  Corps  in  the  performance  of  their  official  duties 
related  to  personnel  security  eligibility  and  access. 

The  Comptndler  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office. 

Attorney  General  of  the  United  States  or  his  authorized  represen¬ 
tatives  in  connection  with  litigation,  law  enforcement  or  other  mat¬ 
ters  under  the  jurisdiction  of  the  Department  of  Justice  or  carried 
out  as  the  legal  representative  of  the  Executive  Branch  agencies. 

State  and  local  government  agencies  in  the  performance  of  their 
official  duties. 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties. 

Official  employees  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  official  duties. 

Officials  and  employees  of  other  agencies  of  the  Executive 
Branch  of  the  government,  upon  request,  in  the  performance  of 
their  official  duties. 

Senate  or  the  House  of  Representatives  of  the  United  States  or 
any  committee  or  subcommittee  thereof,  requiring  disclosure  of  the 
files  or  records  of  individuals  covered  by  this  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  index  cards.  Some  in¬ 
formation  in  contained  in  automated  files  or  on  computer  tapes. 

Retrievahility:  Filed  alphabetically  by  last  name  of  individual  or 
by  social  security  number. 

Safeguards:  Stored  in  locked  safes  or  cabinets.  File  areas  are  ac¬ 
cessible  only  to  authorized  persons  who  are  properly  screened, 
cleared,  and  trained. 

Retention  and  dUposal:  Records  and  portions  thereof  va^  in 
period  of  time  retain^.  Records  are  retained  and  disposed  of  in  ac¬ 
cordance  with  Department  regulations. 

System  managers)  and  adless:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  2D380. 

Decentralized  system  managed  by  local  command. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to  Commandant  of  the  Marine  Corps  (Attn:  Privacy  Act 
Coordinator),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380  or  in  accordance  with  the  list  of  Marine  Corps  activities.  The 
letter  should  contain  full  name,  social  security  number, 
rank/rate/civilian  status,  address  and  notarized  signature  of  the 
requester.  The  individual  may  visit  Headquarters,  U  S  Marine 
Corps,  Arlington  Annex  (FOB  2),  Washirigton,  D.  C.  for  assistance 
with  records  located  in  that  buil^ng  or  any  Marine  Corps  activity 
for  access  to  locally  maintained  records.  Mor  written  notification 
of  personal  visits  are  required  to  ensure  that  all  parts  of  the  records 
will  be  available  at  the  time  of  the  visit.  Proof  of  identity  will  be 
required  and  will  consist  of  a  military  identification  card,  driver’s' 
license  or  similar  picture-bearing  identification. 

Record  accem  procedoret:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSM/^AGER. 

Contesting  record  procedures:  The  ageiKy’s  rules  for  contesting 
contents  arid  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  U  S 
Marine  Cdrps,  Departments  of  the  Navy  and  E^fense  and  other  de- 
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partments  and  agencies  of  the  Executive  Branch  of  government, 
and  components  thereof,  in  performance  of  their  officii  duties  and 
as  specified  by  current  instructions  and  regulations  promulgated  by 
competent  authority.  Civilian  and  military  investigative  reports. 
Federal,  state  and  local  court  documents.  Fingerprint  cards.  Official 
correspondence  concerning  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  Title  S,  U  S  Code  SS2  a  (j)  or  (k),  as 
applicable.  For  additional  information  contact  the  SYSMANAGER. 

MIN00002 

System  name:  POW/MIA  Intelligence  Analysis  and  Debrief  Files 

System  location:  Primary  system  -  Headquarters,  U.  S.  Marine 
Co^s,  Washington,  D.  C.  20380.  Major  Marine  Corps  commands 
maintain  derivative  files. 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
U.  S.  Marine  Corps  or  Marine  Corps  Reserve  either  currently  or 
previously  held  prisoner  of  war  (POW),  detained  by  hostile  forces 
or  declared  missing  in  action  (MIA). 

Categories  of  records  in  the  system:  Narrative  of  loss  incident;  in¬ 
vestigations  regarding  loss  incident;  casualty  reports;  intelligence 
reports  possibly  identifying  subject;  articles,  statements,  lists  and 
photographs  published  in  the  world  news  media  or  broadcast  over 
hostile  public  radio;  portions  of  official  debriefings  or  debriefing 
summaries;  and  analytical  evaluation  of  information  contained  in 
file. 

Authority  for  maintenance  of  the  system:  Title  S,  U.  S.  Code  301 
Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  U.  S.  Marine  Corps  in  the  performance  of  their  official  du¬ 
ties  related  to  POW/MIA’s. 

Officials  and  employees  of  the  other  services  and  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to 
POW/MIA’s. 

Senate  or  the  House  of  Representatives  of  the  United  States  or 
any  committees  or  subcommittees  thereof,  requiring  disclosure  of 
the  files  or  records  of  individuals  covered  by  this  system. 

.  Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders;  photographs,  film  and  tape 
recordings. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual. 

Safeguards:  Secured  in  GSA  approved  security  containers  within 
locked  office  spaces.  Access  is  granted  only  to  those  authorized 
persons  who  are  properly  cleared  and  having  a  need-to-know. 

Retention  and  disposal:  Records  maintained  within  Marine  Corps 
Intelligence  Division  as  long  as  individual’s  status  renuiins 
POW/MIA.  Record  is  retired  to  Marine  Corps  Historical  Division  2 
years  after  return  to  U.  S.  control  or  when  status  is  changed  to 
KIA/KIA-BNR. 

System  mahagerfs)  and  address:  Commandant  of  the  Marine 
Corps,  Code  INTC,  Headquarters,  U.  S.  Marine  Corps,  Washing¬ 
ton,  D.  C.  20380. 

Notification  procedure:  Apply  to  SYSMANAGER* 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Other  records  of  the  activity;  investiga¬ 
tors;  witnesses;  correspondents;  intelligence  reports  from  the  ser¬ 
vices,  Defense  Intelligence  Agency,  Central  Intelligence  Agency, 
State  Department  and  other  government  agencies;  Foreign  Broad¬ 
cast  Information  Service;  newspapers,  magazines;  television;  radio; 
and  movies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MISOOOOl 

System  name:  Personnel  Management  Subsystem,  RESOURCE 
CONTROL  SYSTEM  (RCS) 

System  location:  Primary  System  -  The  Commandant  of  the 
Marine  Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380. 


Decentralized  Segments  -  all  data  processing  activities  to  which 
the  individual  -is  attached.  Addresses  are  shown  in  the  Navy  Stan¬ 
dard  Distribution  List.  (OPNAV  PO9B3-107) 

Categories  of  individuals  covered  by  the  system:  All  Marine  Corps 
officer,  enlisted  and  civilian  personnel  at  Commands  with  data 
processing  installations. 

Categories  of  records  in  the  system:  File  contains  personal  identi¬ 
fying  information  such  as  name,  rank/grade,  MOS,  billet  descrip¬ 
tion,  training,  skills  and  T/O  line  numbers. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headc^uarters,  U  S 
Marine  Corps  and  Marine  Co^s  Commands,  activitites  and  or¬ 
ganizations  -  To  provide  officials  and  employees  of  the  Marine 
Corps  with  accurate  information  regarding  personnel,  military  and 
civilian,  including  their  technical  education,  qualifications  and  skills 
in  the  performance  of  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape  or  disk. 

Retrievability:  By  a  key  number  assigned  to  an  individual. 

Safeguards:  Restricted  access  to  areas  where  maintained. 

Retention  and  disposal:  File  is  maintained  on  individual  as  long  as 
he  is  in  a  data  processing  activity.  Information  pertaining  to  in¬ 
dividual  so  removed  is  erased  from  tape. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Washington,  D  C  20380. 

Notifkatioo  procedure:  Information  may  be  obtained  from  the  in¬ 
dividual  Command  to  which  an  individual  is  assigned  for  duty.  Ad¬ 
dresses  of  individual  commands  are  listed  in  the  Navy  Standard 
DistribuUon  List  (OPNAV  PO9B3-107). 

Record  access  procedures:  Written  requests  from  individuals 
should  be  addressed  to  the  Commanding  Officer  of  the  activity  at 
which  the  data  processing  installation  to  which  he  is  attached  or 
located.  Installation  addresses  are  as  reported  in  the  Navy  Standard 
Distribution  List. 

Written  requests  should  include  name  and  social  security  number. 

Personal  visits  may  be  made  to  the  installation  in  question  during 
any  normal  workday  between  the  hours  of  8:(K)  am  -  4:30  pm.  For 
personal  visits,  the  individual  should  have  valid  personal  identifica¬ 
tion. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  SYSMANAGER 

Record  source  categories:  The  primary  source  is  the  individual, 
however,  the  individual’s  Commanding  Officer  or  the  Commanding 
Officer’s  designated  representative  provides  information  into  the 
system  as  the  individual  fulfills  certain  criteria. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJAOOOOl 

System  name:  Business  Complaint  File 

System  location:  Tri-Command  Legal  Assistance  Office,  Marine 
Corps  Base.  Camp  Lejeune,  North  Carolina  28542. 

Categories  of  individuals  covered  by  the  system:  Businesses  which 
have  generated  complaints  by  clients  at  Le^  Assistance  Office. 

Categories  of  records  in  the  ^stem:  Affidavits  of  individuals  in¬ 
volved  in  incidents  which  give  rise  to  such  complaints. 

Authority  for  maintenance  of  the  system:  Title  S,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Legal 
Assistance  Officers  to  resolve  problem  locally  or  forwarded  to  the 
North  Carolina  Attorney  General’s  Office  and/or  Armed  Forces 
Disciplinary  Control  Bomxl  as  appropriate  for  settlement  of  com¬ 
plaint. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Arranged  by  type  business  and  alphabetically  by 
name  of  business  witlun  types.  Requires  conventional  indices  for 
retrievability. 

Safeguards:  Maintained  in  locked  building. 

Retention  and  disposal:  Maintained  locally  so  long  as  file  is  ac¬ 
tive,  or  two  years  if  inactive.  Not  transferred.  Destroyed  by  discard 
in  military  trash  system. 
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System  manager(s)  and  address:  Commanding  General  (Attn:  Tri- 
Command  Legal),  Marine  Corps  Base.  Camp  I^ejeune,  North 
Carolina  28542.  Telephone:  Area  Code  919/451-3218. 

Notification  procedure:  Requests  for  information  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Requester  may  also  visit  office. 
Military  ID  card  or  other  suitable  identification  will  be  required. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (Stained  from  the 
SYSMANAGER 

Record  source  categories:  Individual  complainants. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00002 

System  name:  Staff  Judge  Advocate  Working  Papers 

System  location:  Commanding  General,  Marine  Corps  Develop¬ 
ment  and  Education  Command,  Marine  Corps  Base,  Quantico,  Vir¬ 
ginia  22134 

Categories  of  individuals  covered  by  the  system:  Persons  appealing 
Article  15  punishment  and  traffic  court  rulings;  persons  referred  to 
a  court-martial;  persons  awaiting  special  and  general  court-martial; 
persons  confined  at  the  Correctional  Facility  in  excess  of  30  days; 
lawyers  assigned  to  be  on  call  for  a  given  period;  officers  punished 
under  Article  15,  UCMJ;  and  persons  selected  to  sit  as  members  of 
a  court-martial. 

Categories  of  records  in  the  system:  File  contains  information 
relating  to  nonjudicial  punishment  appeals,  the  reason  for  the  ap¬ 
peal  and  the  response  of  the  officer  appealed;  traffic  court  appeals; 
counsel  assignments  to  individual  referred  to  a  court-martial; 
weekly  case  listings  including  type  of  offense,  counsel  assigned  and 
dates  per-  taining  to  each  case;  excess  30  day  pretrial  confinement 
letters  including  the  approval/disapproval  by  the  CG  for  extending 
the  period  of  confinement;  duty  lawyer  roster;  officers'  punish¬ 
ments  including  offense,  punishment  and  statement  of  desire  to  ap¬ 
peal  or  not;  weekly  docket  list;  and  court-martial  members 
questionnaire  including  age,  duty  assignment,  summary  of  past  du¬ 
ties,  marital  status,  children,  and  matters  pertaining  to  past  school¬ 
ing  and  assignments. 

Authority  for  maintenance  of  the  system:  Title  10,  U.  S.  Code  801, 
et.  seq.;  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Staff  Judge  Advocates 
Office,  Marine  Corps  Development  and  Education  Command  -  to 
prepare  SJA's  advice  to  officer  appealed  to  in  appeals  of  nonjudi- 
cial  punishments;  to  monitor  the  fairness  of  traffic  court 
proceedings;  to  determine  which  counsel  is  assigned  to  each  court- 
martial  case;  to  inform  members  of  MCDEC  with  a  need  to  know 
the  status  of  individual  court-martial  cases;  to  expedite  cases  where 
individuals  have  been  confined  in  excess  of  30  days;  to  provide  a 
list  of  duty  counsels  for  Base  security  organizations;  to  keep  track 
of  the  status  of  pending  cases;  and  to  determine  which  persons 
selected  to  sit  as  members  of  a  court-martial  counsel  may  wish  to 
challenge. 

Marine  Corps  Commands  -  by  officials  and  employees  of  the 
Marine  Corps  in  the  execution  of  their  official  duties. 

Department  of  Defense  and  its  Components  -  by  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U.  S.  -  by  officials  and  employees 
of  the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  by  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result 'of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U.S.  -  by  the  Senate  or  the  House  of  Represen¬ 
tatives  of  the  U.S.  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files  of 
the  system. 

The  Comptroller  General  of  the  U.S.  -  by  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 


Storage:  File  folders  and  card  files. 

Rctrievability:  Alphabetically 

Safeguards:  Kept  behind  locked  doors  with  security  guard  in 
building  at  night. 

Retention  and  disposal:  Most  records  are  retained  for  two  years. 
Duty  lawyer  rosters  and  weekly  docket  lists  are  retained  for  one 
year.  All  records  are  destroyed  at  the  end  of  the  retention  period. 

System  niaaager(s)  and  address:  Commanding  General,  Marine 
Corps  Development  and  Education  Command. 

Notification  procedure:  Information  may  be  obtained  from: 

Commanding  General 

Marine  Corps  Development  and  Education  Command  (Code  B 
052) 

Marine  Corps  Base 

Quantico,  Virginia  221 34 

Telephone:  Area  Code  703/640-2776 

Record  access  procedures:  Requests  from  an  individual  may  be 
addressed  to:  Commanding  General,  Marine  Corps  Development 
and  Education  Command  (Code  B  052),  Marine  Corps  Base,  ()uan- 
tico,  Virginia  22134. 

Written  request  for  information  should  contain  the  full  name  and 
grade  of  the  individual. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individuals 

Systems  exempted  from  certain  provisioiis  of  the  act:  None 
MJA00003 

System  name:  Magistrate  Court  Case  Files 

System  location:  Office  of  the  Staff  Judge  Advocate,  Building  14, 
Marine  Corps  Base,  Camp  Lejeune,  North  Carolina  28542 

Categories  of  individuals  covered  by  the  system:  Civilians  pending 
and  tried  by  the  assigned  Federal  magistrate  for  crimes  committed 
on  military  reservation  at  Camp  Lejeune,  North  Carolina  28542. 

Categories  of  records  in  the  system:  Investigative  reports,  com¬ 
plaints,  summons  and  warrants. 

Authority  for  maintenance  of  the  system:  Title  18,  U  S  Code  3041; 
Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Military  Prosecutor  for 
preparation  of  cases  for  trial  by  military  prosecutor. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  name.  Conventional  indices 
are  required  for  retrieval. 

Safeguards:  Maintained  in  file  cabinet  in  locked  building. 

Retention  and  disposal:  Retained  and  destroyed  in  accordance 
with  SECNAVINST  5212.5B. 

System  manager(s)  and  address:  Commanding  General  (Attn: 
SJA),  Marine  Corps  Base,  Camp  Lejeune,  North  Carolina; 
Telephone:  Area  Code  919/451-5177. 

Notification  procedure:  Individual  is  personally  served  with  a  sub¬ 
poena  and  is  shown  the  file.  Requires  name  for  entry. 

Record  access  procedures:  Contact  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER.  . 

Record  source  categories:  Law  enforcement  reports,  bad  check 
transmittal  letters  from  Government  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00004 

System  name:  In  Hands  of  Civil  Authorities  Case  File 

System  location:  Base  Adjutant’s  Office,  Marine  Corps  Base, 
Camp  Lejeune,  North  Carolina. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  who  are  in  hands  of  civil  authorities  or  have  charges  pend¬ 
ing  against  them  by  civil  authorities. 

Categories  of  records  in  the  system:  Civil  court  documents,  advice 
to  respondent,  health  statements/  certificates  and  supporting  docu¬ 
ments  pertaining  to  individual’s  status. 
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Authority  for  maintenance  of  the  system:  Title  10,  U  S  Code  814; 
Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Working  file  utilized  in 
administrative  processing  of  individuals  in  hands  of  civil  authori¬ 
ties.  Used  by  command  personnel  in  the  execution  of  their  official 
duties  in  processing  individual  for  report  of  misconduct  and 
discharge  proceedings  in  accordance  with  Marine  Corps  Separation 
Manual.  " 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual  by 
calendar  year  in  which  processing  is  completed. 

Safeguards:  Records  are  stored  in  metal  file  cabinets  in  Base  Ad¬ 
jutant's  office  in  Building  1,  where  full-time  security  is  maintained 
during  off-duty  hours.  Accessible  only  to  authorized  personnel  in 
the  execution  of  their  official  duties. 

Retention  and  disposal:  On  discharged  personnel,  record  incor¬ 
porated  into  administrative  discharge  file.  Others  retained  for  two 
years  after  completion  of  calendar  year  in  which  processed,  then 
destroyed  in  accordance  with  the  Navy  and  Marine  Corps  Records 
Disposal  Manual. 

System  manager(s)  and  address:  Commanding  General  (Attn: 
Adf),  Marine  Corps 'Base,  Camp  Lejeune,  North  Carolina  28542. 
Telephone;  AC919/451-2414. 

Notification  procedure:  Requests  should  be  addressed  to  the 
SYSMANAGER.  Requester  must  be  able  to  provide  satisfactory 
identifying  information. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Service  records,  health  records,  civil 
court  documents,  law  enforcement  personnel  and  various  DOD 
Agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00005 

System  name:  Financial  Assistance/Indebtedness  Files 

System  location:  Adjutant's  Office,  Marine  Corps  Base,  Camp 
Lejeune,  North  Carolina. 

Categories  of  individuals  covered  by  the  system:  Marines  identified 
as  owing  debts  and/or  having  dependents  requiring  financial  aid. 

Categories  of  records  in  the  system:  File  contains  name,  rank,  so¬ 
cial  security  number,  military  occupational  specialty,  component, 
marital  and  dependency  status  and  supporting  documents  pertaining 
to  indebtedness  and/or  financial  assistance  required.  « 

Authority  for  maintenance  of  the  system:  Title  10,  U.  S.  Code; 
Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Working  file  once 
inquiry  initiated.  Used  by  command  personnel  in  the  execution  of 
their  official  duties  of  processing  inquiry.  Once  processing  is 
completed,  record  is  filed  in  command  office  of  record  official  cor¬ 
respondence  file. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Chronologically  by  date  of  re'^ponse. 

Safeguards:  File  accessible  only  to  authorized  personnel  in  the 
execution  of  their  official  duties.  Maintained  in  locked  building  with 
full  timh  duty  personnel  present  during  non-working  hours. 

Retention  and  disposal:  Retained  for  two  years  and  disposed  of  in 
accordance  with  Navy  Marine  Corps  Records  Disposal  Instructions. 

System  manager(s)  and  address:  Commanding  General  (Attn:  Ad¬ 
jutant),  Marine  Corps  Base,  Camp  Lejeune,  North  Carolina  28S42. 
Telephone:  Area  Code  919/451-2414. 

Notification  procedure:  Requests  should  be  addressed  to  the 
SYSMANAGER.  Requester  must  be  able  to  provide  satisfactory 
identifying  information. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER. 


Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Previous  and  current  commanders, 
private  individuals  and  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00006 

System  name:  2nd  Marine  Aircraft  Wing  General  Correspondence 
Files  for  Legal  Administration 

System  location:  Office  of  the  Wing  Staff  Judge  Advocate,  2nd 
Marine  Aircraft  Wing,  Cherry  Point,  North  Carolina  28533 

Cate^rics  of  individuals  covered  by  the  system:  File  contains  in¬ 
formation  on  individuals  who  have  appealed  nonjudicial  punish¬ 
ment,  individuals  who  have  been  recommended  for  administrative 
discharge  whose  cases  have  been  reviewed  by  Staff  Judge  Ad¬ 
vocate,  individuals  who  have  been  served  with  civil  process,  cor¬ 
respondence  from  civilian  and  military  agencies  or  persons 
requesting  assistance  in  the  completion  of  legal  related  problems  on 
individuals.  Individuals  is  defined  to  mean  military  personnel  as¬ 
signed  to  2nd  Marine  Aircraft  Wing. 

Categories  of  records  in  the  system:  Files  contain  the  name,  rank, 
social  security  number,  unit,  and  all  data  applicable  to  a  person's 
appeal  of  nonjudicial  punishment,  the  Staff  Judge  Advocate's 
review  of  administrative  discharge  recommendations,  copies  of 
process  served  on  military  personnel  by  civilian  authorities,  and 
correspondence  relating  to  information  in  the  files. 

Authority  for  maintenance  of  the  system:  Title  5.  U.  S.  Code  301; 
Title  10,  U  S  Code  801  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Staff  Judge  Advocate, 
2nd  Marine  Aircraft  Wing  and  his  representatives  in  the  execution 
of  assigned  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

'  Storage:  Paper  records  in  file  folders. 

Retrievability:  Files  are  filed  alphabetically. 

Safeguards:  Files  are  maintained  in  file  cabinets  within  locked  of¬ 
fice  space  during  nonworking  hours. 

Duty  personnel  perform  security  checks  throughout  the  building 
during  nonworking  hours. 

During  working  hours  assigned  office  personnel  are  within  the 
immediate  area  of  the  files. 

Retention  and  disposal:  Files  are  maintained  two  years  from  the 
date  of  final  action. 

System  manager(s)  and  address:  Staff  Judge  Advocate,  2nd 
Marine  Aircraft  Wing,  Marine  Corps  Air  Station,  Cherry  Point, 
North  Carolina  28533 

Notification  procedure:  Information  may  be  obtained  from; 

Staff  Judge  Advocate 

Staff  Cotfc  17 

Marine  Corps  Air  Station 

Cherry  Point,  North  Carolina  28533 

Telephone:  919/466-2444 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Staff  Judge  Advocate  Staff  Code  17,  Marine  Corps  Air 
Station,  Cherry  Point,  North  Carolina  28533 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  social  security  number,  and  reason  for  requesting 
the  information. 

For  personal  visits  the  individual  must  be  either  in  appropriate 
uniform  or  present  adequate  identification. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Individuals 

Service  record  book 

Medical  Records 

Investigative  files  of  CID,  NIS,  FBI,  Military  Commands. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA0(Nm7 

System  name:  Delivery  Agreement 
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System  locstioa:  All  Marine  Corps  Activities  at  Legal  Office  or 
Office  of  the  Staff  Judge  Advocate 
Categories  of  individuals  covered  by  the  system:  Marines  arrested 
under  criminal  warrant  by  civilian  authorities 
Categories  of  records  in  the  system:  Written  agreement  releasing 
the  Marine  to  civilian  authorities.  Form  contains  the  nature  of  the 
civilian  charges  for  which  the  Marine  is  being  arrested 
Authority  (or  maintenance  of  the  system:  Title  10.  U.  S.  Code  814; 
Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Notification  to  activity 
that  one  of  its  members  has  been  arrested  by  civilian  authorities 
and  also  notifying  the  activity  of  the  nature  of  the  charges.  This 
form  also  notifies  the  peace  officer  involved  of  his  obligations  to 
transport  the  military  individual  from  and  back  to  the  military  in¬ 
stallation. 

Basis  for  preparing  requisite  personnel  records  necessitated  by 
arrest  and  taking  personnel  actions  occasioned  thereby. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  in  respective  case  record  Staff  Judge  Ad¬ 
vocate  Office 

Retrievibility:  Alphabetical 

Safeguards:  Limited  number  are  distributed  and  all  are  considered 
FOR  OFFICIAL  USE  ONLY 
Retention  and  disposal:  2  years 

System  managerfs)  and  address:  Staff  Judge  Advocate/Legal  Of¬ 
ficer,  Local  Marine  Corps  Activity 
Notification  procedure:  Information  may  be  obtained  from: 

Staff  Judge  Advocate/Legal  Officer 
Local  Marine  Corps  Activity 

If  local  activity  concerned  is  not  known,  contact  the  Director, 
Judge  Advocate  Division,  Headquarters,  U  S  Marine  Corps, 
Washington,  D.  C.  20380 

Record  access  procedures:  Requests  should  be  addressed  to  the 
Legal  Office/Office  of  Staff  Judge  Advocate,  Local  Marine  Corps 
Activity 

Contesting  record  procedures:  The  SYSMANAGER  should  be 
contacted  for  rules  governing  individual  cases 

Record  source  categories:  Warrant  for  arrest  presented  by  arrest¬ 
ing  civil  authority 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00008 

System  name:  Letters  of  Indebtedness/Credit  Inquiry 
System  location:  Headquarters  Battalion  (Code  200),  Marine 
Corps  Supply  Activity,  Philadelphia,  Pennsylvania  19146 
Categories  of  individuals  covered  by  the  system:  File  on  all 
Marines  who  receive  letters  of  indebtedness 
Categories  of  records  in  the  system:  All  correspondence  and 
findings  pertaining  to  the  letter  in  question. 

Authority  for  maintenance  of  the  system:  Title  S,  U.  S.  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintain  a  record  of 
credit  inquiries  and  alledged  letters  of  indebtedness  received  from 
various  firms  and  individuals,  to  conduct  an  investigation  to  deter¬ 
mine  validity  prior  to  taking  final  action.  Available  to  Personnel  Of¬ 
ficer,  Legal  Officer,  and  Commanding  Officer,  Headquarters  Bat- 
taUon. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Individual  file  folders 
Retrievability:  By  name  and  date 
Safeguards:  Maintained  in  Headquarters  files 
Retention  and  disposal:  One  year 

System  manager(s)  and  address:  Command  Adjutant  (Code  200), 
Marine  Corps  Supply  Activity,  Philadelphia,  Pennsylvania  19146 
Notification  procedure:  Information  may  be  obtained  from: 
Commanding  Officer,  Headquarters  Battalion  (Code  200) 
Marine  Corps  Supply  Activity 
Philadelhpia,  Pennsylvania  19146 


Record  accen  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commanding  Officer,  Headquarters  Battalion  (Code 
200),  Marine  Corps  Sup^y  Activity,  PhUadelphia,  Pennsylvania 
19146 

ContestiM  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Complaintant,  other  investigating  offi¬ 
cials  and  individual  concerned 
Systems  exempted  from  certain  provisioas  of  the  act:  None 
MJA00009 

System  name:  Marine  Corps  Contmand  Legal  Files 

System  location:  All  Marine  Corps  commands  whose  commander 
has  the  authority  to  convene  a  special  court-martial  (See  Title  10,  U 
S  Code  826  and  List  of  Activities  in  the  Directory  of  Department  of 
the  Navy  Activities). 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  the  Department  of  Defense  or  guests  who  have  visited 
Marine  Corps  installations  who  have  allegedly  committed  criminal 
offenses  aboard  a  military  installation  or  whose  conduct  has  been 
subject  to  investigation. 

Any  Marine  or  Navy  service  member  who  is  the  subject  of  the 
disciplinary  action  under  the  provisions  of  the  Uniform  Code  of 
Military  Justice  (Title  10,  U  S  Code  801,  et.  seq.);  who  has  been  the 
subject  of  administrative  discharge  action  pursuant  to  the 

- provisions  of  Marine  Corps  Order  P1900.16 — ); 

or  who  has  been  the  subject  of  an  investigation  (JAG  Manual  in¬ 
vestigations)  convened  pursuant  to  the  provisions  of  the  Uniform 
Code  of  Military  Justice  or  the  Manu^  of  the  Judge  Advocate 
General  (JAG  Instruction  5800.7—)  or  any  other  type  of  investiga¬ 
tion  or  inquiry. 

Categories  of  records  in  the  system:  Records  of  disciplinary 
proceedings,  including  courts-martial  records  and  records  of  non-ju- 
dicial  punishments  with  supporting  documents,  military  justice 
management  information  pre-post  trial  4e.g.,  courts-martial  docket¬ 
ing  logs,  reports  of  cases  tried,  etc.),  pre-discipUnary  inquiries  and 
investigations  and  documentation  pertaining  to  post-hearing/trial 
review,  clemency  action,  appellate  leave  or  other  personnel  action 
related  to  or  resulting  from  courts-martial,  JAG  Manual  investiga¬ 
tions  pertaining  to  claims,  line  of  duty  misconduct  determinations, 
command  irregularities,  and  unusual  incidents  or  accidents  with 
supporting  documentation  and  post-investigation  review  and  ac¬ 
tions.  Inquiries  made  into  incidents  or  situations  which  result  in 
disbarment  of  an  individual  or  firm  from  ent^  upon  a  military  in¬ 
stallation,  referral  to  base  traffic  court  or  civiUan,  federal,  state  or 
local  judicial  or  law  enforcement  authorities.  Recommendations  for 
administrative  discharge  with  supporting  documentation,  including 
records  of  any  hearing  held  and  any  review  or  other  action  taken 
with  respect  to  the  discharge  recommendations. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301; 
Title  10,  U  S  Code  801,  et.  seq.;  Title  18,  U  S  Code  382 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Serves  as  a  command 
historical  file 

In  the  case  of  courts-martial  records  serves  as  a  public  record. 
Serves  as  the  basis  for  taking  appropriate  action  with  respect  to 
incidents  which  have  been  investigated  or  have  been  the  subject  of 
disciplinary  action. 

Serves  as  a  source  of  information  for  military,  federal  other  law 
enforcement  authorities  for  taking  action. 

Serves  as  a  management  system  for  the  military  justice  activities. 
Members  of  Congress,  officials  of  the  Department  of  Defense, 
civilian  law  enforcement  officials.  General  Accounting  Office, 
other  federal  state  or  local  agencies  in  the  execution  of  their  offi¬ 
cial  duties  in  relation  to  inspections,  investigations,  legal  action  and 
administrative  action. 

Serves  as  a  source  from  which  information  is  provided  to  host 
foreign  country  officials  re  criminal  activities  by  American  na¬ 
tionals  in  foreign  countries. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Files  by  name  of  service  member  involved  or 
chronologically  with  cross-reference  to  individual  involved. 

Safeguards:  Records  are  kept  in  either  locked  cabinets  or  guarded 
or  locked  buildings. 
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PRIVACY  ACT  ISSUANCES 


Retcntiofi  and  disposal:  Two  years  or  as  provided  in  the  Manual 
of  the  Judge  Advocate  General  (JAG  Instruction  5800.7 — ). 

System  manageHs)  and  address:  Commanding  officer  of  the  unit 
concerned.  See  Directory  of  Department  of  the  Navy  Activities  for 
addresses.  If  unit  not  known,  information  may  he  obtained  from 
Director,  Judge  Advocate  Division,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380. 

Notification  procedure:  Write  or  visit  SYSMANAGER.  If  unit 
concerned  cannot  be  determined,  information  may  be  sought  from 
Director,  Judge  Advocate  Division,  Headquarter^,  U  S  Marine 
Corps,  Washington,  D  C  20380.  Provide  full  name,  social  security 
number  and  militai^  status.  Proof  of  identity  may  be  established  by 
military  identification  card  or  DD-214  and  driver's  license. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contest  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  witnesses  to  the 
incident  in  question  or  parties  concerned  therewith,  officer  in¬ 
vestigating  the  incident,  documents  or  items  of  real  evidence,  docu¬ 
ments  pertaining  to  the  review,  action  or  authorities  charged  with 
making  a  review  or  taking  action. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJAOOOlO 

System  name:  Unit  Punishment  Book 

System  location:  All  U  S  Marine  Corps  and  U  S  Marine  Corps 
Reserve  units,  whose  commander  has  nonjudicial  punishment 
authority  (See  10,  U  S  Code  815) 

Categories  of  individuals  covered  by  the  system:  Any  enlisted 
Marine  who  is  charged  with  a  violation  of  the  Uniform  Cixle  of 
Military  Justice. 

Categories  of  records  in  the  system:  File  contains  name,  rank,  so¬ 
cial  security  number,  military  occupational  specialty  and  unit  of  the 
individual,  brief  summary  of  the  alleged  offense  including  date, 
time  and  place.  Acknowledgement  of  rights  under  Article  31, 
Uniform  Code  of  Military  Justice,  and  right  to  demand  trial  by 
Courts-Martial  by  the  individual,  record  of  specific  punishment 
awarded  or  remarks  as  to  disposition  of  charge.  If  punishment  was 
awarded  the  individual  will  also  acknowledge,  in  writing,  his  right 
to  appeal. 

Authority  for  maintenance  of  the  system:  Title  10,  U  S  Code  815; 
Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Referral  sheet  for 
evaluation  of  conduct.  To  provide  a  command  historical  record  of 
nonjudicial  punishments.  To  complete  statistics  on  disciplinary 
trends.  Officials  and  employees  of  the  Naval  Service,  Department 
of  Defense,  members  of  congress  and  General  Accounting  Office  in 
the  execution  of  their  official  duties  in  relation  to  inspections,  in¬ 
vestigations,  legal  action. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  loose  leaf  binder. 

Retrievability:  Alphabetically  by  last  name  and  by  year. 

Safeguards:  Access  limited  to  those  with  a  need-to-know. 
Records  kept  in  a  locked  cabinet  or  in  a  room  which  is  locked. 

Retention  and  disposal:  3  years,  destroyed  by  burning  at  end  of 
period. 

System  manager(s)  and  address:  Unit  Commanders  of  U  S  Marine 
Co^s  or  U  S  Marine  Reserve  units  authorized  to  administer  nonju¬ 
dicial  punishment. 

Notification  procedure:  Write  or  visit  SYSMANAGER  If  unit  im¬ 
posing  punishment  cannot  be  determined,  information  may  be 
sought  from  Director,  Judge  Advocate  Division,  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380.  Provide  full  name,  social 
security  number,  and  military  status.  Prtwf  of  identity  may  be 
established  by  military  identification  card  or  DD  214  and  driver's 
license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 


Record  source  categories:  Verbal  or  written  charge  from  in¬ 
dividual  subject  to  Uniform  Code  of  Military  Justice.  Service 
record  bixik  of  individual.  Nonjudicial  punishment  hearing. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJAOOOII 

System  name:  Delinquent  Mail  Order  Account  System 
System  location:  Women’s  Clothing  Outlet,  IDcpot  Service  and 
Supply  Department,  Marine  Corps  Recruit  Deptit,  Parris  Island, 
South  Carolina  29905 

On  accounts  delinquent  in  excess  of  ninety  days  to  Headquar¬ 
ters,  U  S  Marine  Corps  (Code  JAM)  Collection  Agent 

Categories  of  individuals  covered  by  the  system:  Any  Woman 
Marine  who  purchases  clothing  until  payment  has  been  completed 
or  payment  is  delinquent  in  excess  of  ninety  days. 

Categories  of  records  in  the  system:  File  contains  information  ex¬ 
tracted  from  the  Women’s  Individual  Clothing  Request  (NAVMC 
10711) 

Authority  (or  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  ensure  prompt  pay¬ 
ment  of  Mail  Order  Clothing 
To  establish  delinquent  account  follow-up 

Policies  and  practices  for  storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  maintained  in  computer  for  a  period  of  ninety 
days  after  date  of  shipment.  Record  then  passed  to  Headquarters, 
U  S  Marine  Corps  (Ct>de  JAM). 

Retrievability:  Rill  number 
Individual’s  name 

Safeguards:  Records  maintained  in  computer  and  can  only  be 
requested  by  authoriz.ed  personnel. 

Retention  and  disposal:  Records  arc  maintained  until  payment 
completed  but  not  to  exceed  a  ninety  day  period  after  date  of  ship¬ 
ment.  Then  by  Headquarters,  U  S  Marine  Corps  (Code  JAM)  until 
indebtedness  is  satisfied. 

System  manager(s)  and  address:  Commanding  General,  Marine 
Corps  Recruit  Depot,  Parris  Island,  South  Carolina.  29905 
Notification  procedure:  Information  may  be  obtained  from: 

Women  Marine’s  Clothing  Outlet 
Depot  Service  and  Supply  Department 
Marine  Corps  Recruit  Depot 
Parris  Island,  South  Carolina  29905 
Record  access  procedures:  Written  requests  for  information 
should  contain  the  full  name  of  the  individual,  social  security 
number,  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  a 
military  identification  card. 

Contesting  record  procedures:  The  Department’s  rules  for  access 
to  records  and  for-  contesting  contents  and  appealing  initial  deter¬ 
minations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individual  submits  mail  order  for  arti¬ 
cles  of  uniform  clothing,  provides  name,  SSN,  mail  address,  item 
of  clothing  desired. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00012 

System  name:  Individual  Accounts  of  Mail  Order  Clothing  (bill  file) 
System  location:  Clothing  Section  (MAU),  Direct  Support  Stock 
Control  Branch,  Materiel  Division,  Marine  Corps  Supply  Center, 
Albany,  Georgia  31704 

Categories  of  individuals  covered  by  the  system:  File  pertains  to  all 
Marine  Corps  personnel,  active,  reserve  and  retired  who  have  a 
requirement  and  are  authorized  clothing,  textiles  and  other  related 
supplies. 

Categories  of  records  in  the  system:  Record  includes  individual’s 
name,  rank,  SSN,  military  address,  bill  number,  dollar  amount  of 
the  shipment,  shipping  date  and  zip  code. 

Authority  for  maintenance  of  the  system:  NAVCOMPT  Manual, 
Part  C,  Collection  and  Reporting  of  Debts  Due  the  United  States. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  Supply 
Center,  Albany,  Georgia.  To  facilitate  in  a  mechanized  atmosphere 
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the  collection  of  information  necessary  to  provide  the  capability  of 
continued  follow  up  on  funds  owed  and  due  the  U  S  Government 
through  daily  billing,  cross  referencing  and  processing  of  mail  order 
clothing  individual  accounts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Data  is  stored  on  magnetic  tapes  and  computer  paper 
printouts. 

Retrievability:  Data  can  be  retrieved  by  account  number,  name 
and  social  security  number. 

Safeguards:  Computer  printouts  and  source  documents  are 
retained  in  a  single  office  accessible  only  to  authorized  personnel. 
Employees  are  properly  trained  in  safeguarding  information  of  a 
personal  nature. 

Retention  and  disposal:  Computer  records  are  retained  until  the 
bills  are  satisfied.  Computer  printouts  and  source  documents  are 
retained  for  a  period  of  five  years.  Destruction  of  records  is  by  mu¬ 
tilation. 

System  manager(s)  and  address;  Commanding  General,  Marine 
Corps  Supply  Center,  Albany,  Georgia  31704. 

Notification  procedure:  Information  may  be  obtained  from: 

Clothing  Section  (MAU),  Direct  Support  Stock  Control 
Branch,  Materiel  Division 
Marine  Corps  Supply  Center 
Albany,  Georgia  31704 
Telephone;  Area  Code  912/439  5837 

Record  access  procedures:  Written  requests  from  individuals 
should  be  addressed  to  Clothing  Section  (MAU),  Direct  Stock  Con¬ 
trol  Branch,  Materiel  Division,  Marine  Corps  Supply  Center,  Al¬ 
bany,  Georgia  31704. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records,  contesting  contents  and  appealing  initial  deterrhination  by 
the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Accounting  records  of  the  Clothing  Sec¬ 
tion,  Direct  Support  Stock  Control  Branch,  Marine  Corps  Supply 
Center,  Albany,  Georgia,  supplemented  with  information  from  the 
employing  activity  of  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00013 

System  name:  Dishonored  Personal  Check  Records  and  Withdrawal 
of  Check  Cashing  Privileges  Lists 

System  location:  Each  Appropriated  and  Non-Appropriated  Fund 
Activity  having  authority  to  accept  personal  checks  from 
authorized  patrons.  Located  at  Headquarters,  U  S  Marine  Corps 
and  each  major  Marine  Corps  installation  listed  in  MCO  P5400.6G. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel,  active  and  retired;  their  authorized  dependents  and  depen¬ 
dents  of  deceased  military  retirees;  Marine  Corps  Exchange  em¬ 
ployees. 

Categories  of  records  in  the  system:  File  Bulletins  containing 
name,  rank,  social  security  number  and  expiration  date  of  restric¬ 
tion  of  privileges  and  related  correspondence. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301; 
Title  18,  U  S  Code  13;  Title  10,  U  S  Code  801,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  is  to  protect 
the  activity  from  unnecessary  losses  and  advise  Commanders  when 
a  bad  check  pffense  has  been  committed  by  a  patron.  Used  by 
Marine  Corps  employees  tasked  with  verifying  the  information  and 
authorized  to  cash  checks  as  part  of  their  official  duties.  Used  also 
to  notify  Commanders  of  their  personnel  who  have  cashed  bad 
checks.  Used  by  Commanders  to  take  action  (administrative  or 
criminal)  deemed  necessary  in  the  exercise  of  their  official  respon¬ 
sibilities.  Information  there  from  may  be  provided  to  federal,  state 
or  local  law  enforcement  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Stored  in  Rolodex  or  other  appropriate  file  in  check 
cashing  area.  Published  Bulletin  is  stored  in  directives  system  of  or¬ 
ganizations. 

Retrievability:  Alphabetical  by  name  and  social  security  number. 

Safeguards:  Access  limited.  Secured  in  locked  building  during 
nonworking  hours. 


Retention  and  disponi:  Destroyed  when  privileges  are  restored  at 
the  expiration  of  specified  periods  made  known  to  the  individual  at 
the  time  privileges  are  revoked. 

System  managerfs)  and  address:  Commanding  Officer  of  activity 
concerned.  Sec  Directory  of  Department  of  the  Navy  Mailing  Ad¬ 
dresses. 

Notification  procedure:  Inquire  in  person  at  the  individual  check 
cashing  activity  or  to  the  SYSMANAGER. 

Record  access  procedures:  Rules  for  access  can  be  provided  by 
the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Bad  checks  returned  from  the  bank; 
notification  from  other  Commands,  Federal  Bureau  of  Investiga¬ 
tion,  Naval  Investigative  Service  or  other  static,  local  or  Federal  in¬ 
vestigative  agencies  or  Treasury  Department. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00014 

System  name:  File  of  Confidential  Statements  of  Employment  and 
Financial  Interests 

System  location:  The  Director.  Judge  Advocate  Division, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system:  Senior  Marine 
Corps  officers  whose  fitness  reports  are  written  by  the  Comman¬ 
dant  of  the  Marine  Corps  and  who  are  required  to  file  confidential 
statements  of  ’Employment  and  Financial  Interests’  (DD  Form 
1555)  in  accordance  with  DOD  Directive  5500.7  of  8  August  I%7. 

Categories  of  records  in  the  system:  The  file  contains  copies  of  the 
’Confidential  Statements  of  Employment  and  Financial  Interests’ 
(DD  Form  1555),  reviews  thereof,  and  related  correspondence. 
Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  forms  are  reviewed 
in  the  office  of  the  Director,  Judge  Advocate  Division  for  conflict 
of  interest  and  then  are  kept  on  file  along  with  any  correspondence 
generated  thereby  for  the  purpose  of  insuring  that  the  information 
relating  to  potential  conflict  of  interest  on  the  part  of  senior  Marine 
Corps  officers  is  available  to  the  Commandant  of  the  Marine  Corps 
or  his  designees,  GAO,  and  federal  law  enforcement  officials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folder. 

Retrievability:  Alphabetical 

Safeguards:  The  access  to  the  files  is  limited. 

The  files  are  kept  in  a  locked  safe  during  non  business  hours. 
Retention  and  disposal:  PerSecNav  Disposal  Manual 
System  manager(s)  and  address:  The  Director,  Judge  Advocate 
Division,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380. 

Notification  procedure;  Inform^on  may  be  obtained  from: 
Director  Judge  Advocate  Division 
Headquarters,  U  S  Marine  Corps  (Code  JA) 

Washington,  D  C  20380 
Telephone;  Area  Code  202/694-2737. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps,  Headquarters,  U  S 
Marine  Corps  (Code  JA),  Washington,  D  C  20380. 

Written  requests  for  information  should  contain  the  full  name 
and  grade  of  the  individual  concerned. 

Contesting  record  procedures:  The  rules  for  contesting  contests 
and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 
Record  source  categories:  DD  Form  1555  submitted  by  individual 
concerned  and  correspondence  from  and  to  SYSMANAGER 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00015 

System  name:  Indebtedness  Correspondence  Record 
System  location:  The  Director,  Judge  Advocate  Division, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 
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Categories  of  individuals  covered  by  the  system:  Alphabetical  card 
file  of  all  Marine's  with  respect  to  whom  indebtedness  correspon¬ 
dence  has  been  received  at  Headquarters,  U  S  Marine  Corps. 

Categories  of  records  in  the  system:  The  file  contains  the  in- 
dividu^s  name,  rank,  service  number,  date  the  letter  of  indebted¬ 
ness  was  received,  date  action  is  taken  with  respect  to  the  name  of 
the  company  from  whom  the  letter  is  received  and  any  relevant  fol¬ 
lowup  data. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  File  is  used  purpose  of 
maintaining  a  record  oi  correspondence  received  regarding  in¬ 
debtedness  case  of  Marine  Corps  personnel  and  a  record  of  the  ac¬ 
tion  taken  by  this  Headquarters  with  respect  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Card  File. 

Retrievability:  Alphabetical 

Safeguards:  The  access  to  the  cards  is  limited. 

The  card  file  is  kept  in  a  locked  room  during  non  business  hours. 
Retention  and  disposal:  PerSecNavDisposalManual 
System  managerts)  and  address:  The  Director,  Judge  Advocate 
Division,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380. 

Notification  procedure:  Information  may  be  obtained  from: 
Director,  Judge  Advocate  Division 
Headquarters,  U  S  Marine  Corps  (Code  JA) 

Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2737. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commandant  of  the  Marine  Corps,  Headquarters,  U  S 
Marine  Corps  (Code  JA),  Washington,  D  C  20380. 

Written  requests  for  information  should  contain  the  full  name 
and  grade  of  the  individual  concerned. 

Contesting  record  procedures:  The  agencies  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  bt  obtained  from  the  SYSMANAGER 

Record  source  categories:  Individual  and  commercial  creditors. 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00016 

System  name:  Judge  Advocate  Division  'D'  Files 
System  location:  The  Director,  Judge  Advocate  Division, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system:  All  Marine  Corps 
Judge  Advocates  currently  on  active  duty,  in  a  reserve  capacity  and 
those  individuals  who  have  been  selected  for  accession  into  the 
Marine  Corps  as  Judge  Advocates  or  who  are  in  the  training  cycle 
to  become  Judge  Advocates. 

Categories  of  records  in  the  system:  The  file  contains  correspon¬ 
dence  from  the  Judge  Advocates  and  prospective  Judge  Advocates 
regarding  requests  for  personnel  actions  such  as  transfer,  school  as¬ 
signment,  etc.  Additionally,  the  file  contains  information  pertaining 
to  judge  advocate  qualifications  such  as  schooling  results,  commen¬ 
datory  matter  and  derogatory  matter  which  bears  on  the  assignment 
and  other  personnel  matters  relating  to  judge  advocates. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  personnel  of  the 
Judge  Advocate  Division,  officer  and  civilian  alike  as  well  as 
Marine  Corps  personnel  responsible  for  assignment  and  other  per¬ 
sonnel  actions  respecting  Judge  advocates  utilize  the  material  con¬ 
tained  in  this  file  for  the  purpose  of  making  decisions  with  respect 
to  personnel  actions  pertaining  to  judge  advocates. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Alphabetical 
Safeguards:  Access  is  limited. 

The  records  are  kept  in  file  cabinets  within  a  locked  room. 
Retention  and  disposal:  PerSecNavRecordsDisposalManual 
System  managers)  and  address:  The  Director,  Judge  Advocate 
Division,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380. 


Notification  procedure:  Information  may  be  obtained  from: 
Director,  Judge  Advocate  Division 
Headquarters,  U  S  Marine  Corps  (Code  JA) 

Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2737 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Director,  Judge  Advocate  Division,  Headquarters,  U 
S  Marine  Corps  (Code  J  A),  Washington,  D  C  203^. 

Written  requests  should  contain  the  full  name  and  grade  of  the 
individual. 

Contesting  record  procedures:  The  agencies  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individuals  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  Individuals. 

Service  records  of  the  individuals  involved. 

Staff  Judge  Advocates  and  Commanders  of  the  individuals  in¬ 
volved. 

Schools  from  which  the  individuals  have  obtained  their  graduate 
or  undergraduate  degrees  or  currently  in  residence. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00017 

System  name:  Correspondence  Branch,  JA  Division,  HQMC  Cor¬ 
respondence  Control  Files 

System  location:  The  Commandant  of  the  Marine  Corps  (Code 
JAC),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Categories  of  individuals  covered  by  the  system:  Marines  or  former 
Marines  who  have  been  the  subject  of  correspondence  from  a 
member  of  Congress,  a  high  level  official  in  the  Federal  executive 
branch,  parents  of  such  an  individual,  individual  Marines  or  mem¬ 
bers  of  the  general  public  which  correspondence  concerns  legal 
matters. 

Categories  of  records  in  the  system:  File  contains  the  incoming 
correspondence,  backup  material  used  to  respond  to  the  correspon¬ 
dence,  notes  of  the  action  officer  and  reply  correspondence. 

Authority  for  nuuntenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officers,  enlisted  men 
and  civilian  personnel  of  the  Marine  Corps  and  other  DOD  agencies 
who  are  interested  in  determining  the  history  of  and  action  taken 
with  respect  to  a  problem  addressed  in  incoming  correspondence 
category  above. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Alphabetical  by  name  of  correspondent  or  name  of 
Marine  or  former  Marine  who  is  the  subject  of  the  correspondence. 

Safeguards:  Limited  access  on  a  need  to  know  basis. 

Maintained  in  a  locked  room. 

Retention  and  disposal:  PerSecNavRecordsDisposalManual 

System  manager(s)  and  address:  The  Director,  Judge  Advocate 
Division,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380. 

Notification  procedure:  Information  may  be  obtained  from: 
Director,  Judge  Advocate  Division 
Headquarters,  U  S  Marine  Corps  (Code  JAC) 

Washington,  D  C  20380 
Telephone;  Area  Code  202/694-2737 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  Director,  Judge  Advocate  Division,  Headquarters,  U 
S  Marine  Corps  (Code  JAC),  Washington,  D  C  20380. 

Written  requests  for  information  should  contain  the  full  name 
and  grade  of  the  individual. 

Contesting  record  procedures:  The  agencies  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Drafter  of  incoming  correspondence. 

Service  records  of  the  Marine  concerning  whom  correspiondence 
is  written. 

Information  furnished  from  the  command  of  the  Marine  con¬ 
cerned. 

Information  furnished  from  other  involved  Marine  Commands  or 
individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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MJA00018 

System  name:  Performance  File 

System  location:  The  Director,  Judge  Advocate  Division. 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Categories  of  individuals  covered  by  the  system:  The  file  pertains 
to  all  members  of  the  Marine  Corps  on  active  duty  or  in  a  reserve 
status  who  are  under  investigation,  indictment,  or  in  the  process  of 
a  criminal  proceeding  by  military  or  civilian  authorities. 

Calories  of  records  in  the  system:  The  file  contains  information 
pertmning  to  civilian  and  milit^  criminal  matters  including  in¬ 
vestigative  reports,  documents  indicating  court  proceedings  have 
begun  and/or  are  in  progress  and  post  trial  or  investigative  matters. 
Material  is  kept  only  until  the  procedure  is  finalized  whether  by 
conviction,  acquittal,  dismissal  of  the  matter  or  by  it's  being 
dropped. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  Headquarters,  U  S 
Marine  Corps  personnel  utilize  this  file  in  personnel  management 
decisions.  Such  as  determining  the  propriety  of  assignments,  trans¬ 
fers  of  individuals  or  determining  whether  an  individual  who  has 
been  selected  for  promotion  should  be  promoted  or  whether  that 
promotion  should  be  withheld  during  the  pendency  of  the  criminal 
proceeding. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievahility:  Alphabetical 

Safeguards:  Access  is  limited. 

The  file  folders  are  stored  in  the  file  cabinets  which  are  stored  in 
a  locked  room  during  non  business  hours. 

Retention  and  disposal:  PerSecNavRecordsDisposalManual 

Sy^m  managerfs)  and  address:  The  Director  Judge  Advocate 
Division,  Headquarters.  U  S  Marine  Corps,  Washington,  D  C 
20380. 

Nodfkation  procedure:  Information  may  be  obtained  from; 
Director  Judge  Advocate  Division 
Headquarters,  U  S  Marine  Corps  (Code  JA) 

Washington,  D  C  20380 
Telephone:  Area  Code  202-694-2737 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  Director  Judge  Advocate  Division,  Headquarters,  U  S 
Marine  Corps  (Code  JA),  Washington,  D  C  203W. 

Written  requests  for  information  should  contain  the  full  name 
and  grade  of  the  individual. 

Contesting  record  procedures:  The  agencies  rules  for  contesting 
contents  and  appealing  initial  determinations  ^  the  individual  con¬ 
cerned  may  be  obtain^  from  the  SYSMANAGER 

Record  source  categories:  Investigative  records  of  arrest  from 
civilian  law  enforcement  sources. 

Records  of  indictment  or  conviction  from  civilian  law  enforce¬ 
ment  or  judicial  agencies. 

Records  of  appeallate  and  other  post  trial  procedures  received 
from  civilian  law  enforcement  and  judicial  agencies. 

Records  indicating  apprehension  or  investigation  by  military 
authorities  received  from  individuals  command  or  other  military 
agencies,  law  enforcement  or  command. 

Records  of  court-martial,  pre  court-martial  and  post  court-martial 
Mtivities  relating  to  the  individual  received  from  the  individuals 
command. 

Records  of  administrative  eliminative  processes  conducted  by 
military  authorities  received  from  the  individual's  command. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMC(N)002 

System  name:  Working  Files,  Inspection  Division,  Headquarters,  U 
S  Marine  Corps 

System  location:  Headquarters,  U  S  Marine  Corps,  Washington, 
DC  20380 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
U  S  Marine  Corps  and  Marine  Corps  Reserve;  former  members  of 
the  Marine  Corps  and  Marine  Corps  Reserve;  retired  and  tem¬ 
porarily  retired  members  of  the  Marine  Corps  and  Marine  Corps 
Reserve;  and  members  of  the  Fleet  Marine  Corps  Reserve. 

Military  personnel 


Dependents  of  Marines  and  other  family  members  with  respect  to 
matters  pertaining  to  the  individual  Marine  or  former  Marine. 

Categories  of  records  in  the  system:  File  contains  information  per¬ 
taining  to  identification,  recruitment,  enlistment,  prior  service,  as¬ 
signment,  location  addresses,  promotions,  reductions  in  rank,  per¬ 
formance  of  duty,  discipline,  offenses  and  punishments  under  the 
Uniform  Code  of  Military  Justice,  courts-martial,  personal  history, 
investigations,  police  and  court  records,  civil  arrests  and  convic¬ 
tions,  official  correspondence  (includes  internal  Marine  Corps  and 
Department  of  the  Navy  correspondence,  as  well  as  correspon¬ 
dence  with  the  Executive  and  Legislative  branches  of  the  federal 
government)  and  other  correspondence  (includes  correspondence 
from  Marines,  their  dependents  and  families,  attorneys,  doctors, 
educators,  clergymen  and  members  of  the  general  public  whether 
addressed  directly  to  the  Marine  Corps  or  via  third  parties 
(president,  congressmen,  etc.)) 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  Inspection  Division, 
Headquarters,  U  S  Marine  Corps.  To  facilitate  and  expedite 
responses  to  inquiries  and  correspondence  from  members  of  Con¬ 
gress,  military  personnel,  and  members  of  the  general  public.  Such 
inquiries  and  correspondence  routinely  relate  to  allegations  pertain¬ 
ing  to  request  mast,  maltreatment  at  Recruit  Depots,  and  harass¬ 
ment. 

Marine  Corps  commands.  By  officials  and  employees  of  the 
Marine  Corps  in  the  execution  of  their  official  duties  as  relates  to 
the  preparation  of  information  upon  which  to  base  replies  to  mem¬ 
bers  of  Congress,  Secretary  of  the  Navy,  relatives  and  members  of 
the  general  public. 

Department  of  Defense  and  its  Components.  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  du¬ 
ties  in  connection  with  military  personnel  management. 

Congress  of  the  U  S  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files  of 
the  system. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  files  as  represented  by  card  files  and  file  folders. 
Files  are  stored  in  five  drawer  filing  cabinets. 

Retrievahility:  Files  are  accessed  and  retrieved  by  the  name  and 
card  file  number. 

Safeguards:  Building  where  files  are  stored  and  maintained  em¬ 
ploys  24  hour  security  guards.  Records  are  further  stored  in  areas 
of  controlled  access  and  handled  by  personnel  with  a  need-to-know 
in  the  execution  of  their  official  duties. 

Retention  and  disposal:  Congressional,  military  and  civilian 
inquiry  files  are  retained  three  years,  then  destroyed. 

System  nuinager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S.  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  IGA) 
Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1324 

Record  access  procedures:  Requests  from  individuals  desiring  in¬ 
formation  may  Ik  addressed  to:  The  Commandant  of  the  Marine 
Corps  (Code  IGA),  Headquarters,  U  S  Marine  Corps,  Washington, 
D  C  20380.  However,  final  determination  as  to  whether  any  infor¬ 
mation  will  be  released  or  made  available  will  be  controlled  by  the 
SYSMANAGER. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  his  social  security  number  or  former  military  ser¬ 
vice  number.  The  following  information  will  also  be  helpful  in 
locating  some  records:  Military  rank  and  occupational  specialty, 
dates  and  places  of  service,  and  any  special  correspondence  previ¬ 
ously  received  or  sent. 

For  personal  visits,  an  individual  may  visit  the  Inspection  Divi¬ 
sion,  Headquarters,  U  S  Marine  Corps,  Federal  Building  2, 
Washington,  D  C  20380.  However,  final  determination  as  to 
whether  any  information  will  be  released  or  made  available  will  be 
controlled  by  the  SYSMANAGER. 

For  personal  visits,  the  individual  should  be  able  to  provide  per¬ 
sonal  identification  to  include  valid  military  or  dependent  identifica¬ 
tion  card  or  two  valid  civilian  items  of  identification,  such  as 
driver's  license,  social  security  card,  medicare  card,  etc. 
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PRIVACY  ACT  ISSUANCES 


Contcstinc  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  Commandant  of  the  Marine  Corps  (Code  IG), 
Headquahers,  U  S  Marine  .Corps  Washington,  D  C  20380. 

Record  source  categories:  Information  in  the  system  is  obtained 
from  the  Marine  Corps  Manpower  Management  System;  the  Joint 
Uniform  Military  Pay  System;  Marine  Corps  Military  Personnel 
Records  to  include  the  Service  Record  Book  and  Officer  Qualifica¬ 
tion  Record;  Military  Medical  Records;  Staff  elements  and  subdivi¬ 
sions  of  Headquarters,  U  S  Marine  Corps;  Marine  Corps  field  com¬ 
mands,  organizations  and  activities;  other  components  of  the  De¬ 
partment  of  Defense;  Agencies  of  Federal,  State  and  local  govern¬ 
ment;  private  citizens  provided  as  character  references  by  the  in- 
dividu^;  investigations  related  to  disciplinary  proceedings;  and  cor¬ 
respondence  of  private  citizens  addressed  directly  to  the  Marine 
Corps  or  via  third  parties  such  as  members  of  Congress  and  other 
governmental  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMC00003 

System  name:  Activity  Check  In/Check  Out  Fiie 

System  location:  May  be  located  at  any  U  S  Marine  Corps  or  U  S 
Marine  Corps  Reserve  activity. 

Categories  of  individuals  covered  by  the  system:  All  members  of 
the  activity. 

Categories  of  records  in  the  system:  fiate  reported  and  verification 
of  check-in  -  check-out  procedure. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Command,  administra¬ 
tive  and  supply  personnel  to  ensure  individuals  are  appropriately 
entered  with  all  unit  records  and  as  a  safeguard  against  unit  mem¬ 
bers  being  discharged  or  transferred  without  turning  in  property  be¬ 
longing  to  this  unit  or  without  being  dropped  from  appropriate  unit 
records. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspecti^s,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  On  paper  in  files  or  on  clipboard. 

Retrievability:  Alphabetically  by  last  name. 

Safeguards:  Access  limited  to  activity  personnel  in  the  per¬ 
formance  of  their  official  duties. 

After  working  hours  the  office  and  building  are  locked.  A  guard 
is  located  in  the  general  vicinity. 

Retention  and  disposal:  Retained  for  6  months  after  action  has 
been  completed. 

System  manager(s)  and  address:  Activity  commander. 

Notification  procedure:  Write  or  visit  SYSMANAGER  Provide 
full  name,  social  security  number,  and  military  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD- 
214  and  driver's  license. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Service  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMCCMMHM 

System  name:  Adjutant  Services  Section  Discharge  Working  Files 

System  location:  Adjutant  Services  Section,  Marine  Corps  activi¬ 
ties 

Categories  of  individuals  covered  by  the  system:  Members  and 
former  members  of  the  Marine  Corps  and  Marine  Corps  Reserve. 
Some  information  about  dependents  and  other  members  of  families 
or  former  families  of  Marine  Corps  personnel  may  be  included  in 
files  pertaining  to  the  Marine.  Inquiries  from  the  general  public, 
whether  addressed  directly  to  Base  or  received  via  a  third  party, 
may  be  retained  together  with  information  obtained  in  the  course  of 
completing  required  action  or  in  preparing  a  response. 


CategoriM  of  records  in  the  system:  Files  contain  information  per¬ 
taining  to  identification;  prior  service;  location  aqd  addresses;  prior 
and  present  marital  status,  dissolution  of  prior  marriages,  birth  and 
death  status,  adoption  of  children,  financial  responsibility,  child 
support,  medical  information,  personal  financial  records,  residence, 
basic  allowance  for  quarters,  leave  and  liberty,  financial  assistance, 
extensions  of  emergency  leave,  medical  bills  and  determinations  of 
dependency  status  as  pertain  to  hardship  discharges;  investigative 
reports,  prior  and  present  disciplinary  status,  financial  responsibili¬ 
ty,  conduct  and  personal  history,  medical  information,  police  re¬ 
ports,  correction  of  naval  records,  veterans  rights,  benefits  and 
privileges,  preseparation  counseling  and  civil  readjustment  as  they 
pertain  to  unsuitability, 'unfitness  and  misconduct  discharges;  finan¬ 
cial  status,  college  acceptance  and  residence  as  they  pertain  to 
early  s^aration  to  attend  college  or  trade  school;  religious  beliefs 
and  pr^tices  pertaining  to  applications  for  conscientious  objector 
status;  officisd  correspondence  (includes  correspondence  with 
Marine  Corps  commands  and  organizations,  other  Armed  Services, 
the  White  House,  members  of  Congress,  Department  of  Defense, 
and  other  agencies  of  federal,  state  and  local  governments);  other 
correspondence  (including  correspondence  from  Marines,  their 
families,  attorneys,  doctors,  clergymen,  administrators/executors/g 
uardians  of  estates,  American  Red  Cross  and  other  welfare  agen¬ 
cies  and  the  general  public,  whether  addressed  directly  to  the 
Marine  Corps  or  via  third  parties):  internal  routing  and  processing 
of  discharge  matters;  and  records  of  interviews  and  telephone  con¬ 
versations. 

Authority  for  maintenance  of  the  system:  Title  S,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  facilitate  administra¬ 
tion  of  programs  concerning  the  discharge  or  separation  of 
Marines;  correction  of  naval  records;  veterans  rights,  benefits  and 
privileges;  support  of  dependents;  personal  affairs,  welfare  and 
family  assistance;  preseparation  counseling  and  civil  readjustment. 

To  facilitate  preparation  and  maintain  a  record  of  discharge 
processing  and  other  communications  from  staff  sections  within 
Base  Headquarters;  Marine  Corps  commands  and  organizations; 
other  Armed  Services;  the  White  House,  Members  of  Congress; 
Department  of  Defense;  other  agencies  of  federal,  state  and  local 
governments;  Marines,  their  families,  attorneys,  doctors,  cler¬ 
gymen,  administrators/executors/guardians  of  estates;  American 
Red  Cross,  and  other  welfare  agencies  and  the  general  public. 

To  provide  a  record  of  decisions  and  actions  taken. 

By  officials  and  employees  of  the  Marine  Corps  and  Marine 
Corps  Reserve  in  the  performance  of  their  official  duties  in  the  ad¬ 
ministration  of  programs  relating  to  the  discharge  matters  cited 
above. 

By  officials  and  employees  of  the  Department  of  the  Navy,  De¬ 
partment  of  Defense,  and  other  government  agencies  in  the  ^r- 
formance  of  their  official  duties  related  to  discharge  and  separation 
processing. 

By  government  agencies  or  private  organizations  under  Govern¬ 
ment  contract  to  perform  analj^cal  and  historical  research  pertain¬ 
ing  to  discharges  and  separations. 

By  intelligence  and  other  Government  agencies  assisting  in  the 
investigation  of  deserters  and  absentees. 

By  Marines,  former  Marines,  their  next  of  kin,  or  persons  or  or¬ 
ganizations  designated  by  them  in  writing  for  whatever  purpose  ac¬ 
cess  to  the  record  is  desired.  ^ 

Information  obtained,  developed,  or  processed  by  the  Base 
Discharge  Section  in  performing  functions  related  to.  this  record 
system  may  be  entered  into  the  Marine  Corps  Manpower  Manage¬ 
ment  System  and  the  Marine  Corps  Milit^  Personnel  Records 
System. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Ston^:  Paper  records  in  file  folders  and  card  files  stored  in  fil¬ 
ing  cabinets,  shelves,  tables  and  desks. 

Retrievability:  Files  are  accessed  and  retrieved  by  individual. 
Identification  of  individual  is  by  name  and  social  security  number. 

Safeguards:  Building  is  located  in  base  area  with  area  guard.  Out¬ 
side  a^  inside  doors  are  locked  after  working  hours  and  patrolled 
by  Duty  NCO.  Access  to  information  contained  in  the  files  is 
limited  to  officials  and  employees  of  Base  Headquarters  acting  in 
their  official  capacity  upon  demonstration  of  a  need-to-know. 

Retention  and  disposal:  Files  are  retained  two  years  and 
destroyed. 
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System  managei^s)  and  address:  Commanding  Officer  of  activity 
concerned.  See  Directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Corres^ndence  pertaining  to  files  main¬ 
tained  should  addressed  to  the  Sysmanager 
Correspondence  should  contain  the  full  name,  social  security 
number  and  signature  of  the  requester.  The  individual  may  visit  the 
above  location  for  review  of  files.  Proof  of  identification  may  con¬ 
sist  of  the  active,  reserve,  retired  or  dependent  identification  card, 
the  Armed  Forces  Report  of  Transfer  or  Discharge  (DD-214), 
disclwge  certificate,  driver’s  license,  social  security  card  or  by 
providing  such  other  data  sufficient  to  ensure  the  individual  is  the 
subject  of  the  inquiry. 

Record  access  procedures:  Information  may  be  obtained  from  the 
Sysmanager. 

Contesting  record  procedures:  The  section's  rules  for  access  to 
files  and  for  contesting  and  appealing  initial  determination  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Marine  Corps  Manpower  Management 
System 

Joint  Uniform  Military  Pay  System 

Marine  Corps  Military  Personnel  Records  System 

Marine  Corps  Deserter  Inqui^  File 

Staff  agencies  and  subdivisions  of  Headquarters,  U  S  Marine 
Corps 

Marine  Corps  commands  and  organizations 
Other  agencies  of  federal,  state  and  local  governments 
Educational  institutions 
Medical  reports  and  psychiatric  evaluations 
Financial  institutions  and  other  commercial  enterprises 
Civil  courts  and  law  enforcement  agencies 
Correspondence  and  telephone  c^s  from  private  citizens  in¬ 
itiated  directly  to  the  Marine  Corps  or  via  the  U.  S.  Congress  and 
other  agencies 

Investigative  Reports 

American  Red  Cross  and  similar  welfare  agencies 
Systems  exempted  from  certain  provisions  of  the  act:  None. 

MMC00005 

System  name:  Insurance  Files 
System  location:  Marine  Corps  Activities 

Categories  of  individuals  covered  by  the  system:  Insurance 
salesman  requesting  authority  to  do  business  at  Marine  Corps  Ac¬ 
tivities 

Categories  of  records  in  the  system:  A  record  of  the  certification 
of  authority  to  solicit  insurance,  mutual  funds,  investment  plans, 
and  securities 

Authority  for  maintenance  of  the  system:  Title  S,  U.  S.  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Insurance  Of¬ 
ficer  to  maintain  control  of  insurance  sales  in  accordance  with 
SECNAVINST  1740. — ;  Provide  reference  to  agents  who  have 
requested  authority  to  do  business  at  Marine  Corps  activities  and 
the  disposition  of  such  requests  including  any  information  in  sup¬ 
port  of  denial  of  such  authorizations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievahility:  Files  in  alphabetical  order  by  company  name.  Con¬ 
ventional  indices  are  required  for  retrieval. 

Safeguards:  Maintained  in  locked  building. 

Retention  and  disposal:  Maintained  as  long  as  active.  If  inactive, 
disposed  of  after  two  years  by  discard  into  military  trash  system. 
Not  transferred. 

System  managers)  and  address:  Local  Commanding  Officers 
Notification  procedure:  Address  requests  to  SYSMANAGER  or 
visit  the  office;  Military  ID  or  other  suitable  'identification  is 
required. 

Record  access  procedures:  An  individual  can  call  for  an  appoint¬ 
ment  with  the  activity  insurance  representative  for  personal 
assistance  or  forward  a  written  request  for  the  required  informa¬ 
tion. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 


Record  source  categories:  Information  is  supplied  by  the  insurance 
companies  and  salesman  invedved. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMC00007 

System  name:  Inspection  of  government  property  assigned  to  in¬ 
dividual 

System  location:  Organizational  elements  o  the  U.S.  Marine  Corps 
as  listed  in  the  Directory  of  Department  of  the  Navy  activities  mail¬ 
ing  addresses. 

Categories  of  individuafs  covered  by  the  system:  Inspection  of 
Government  Property 

Categories  of  records  in  the  system:  Name,  badge  number,  and 
government  property  assigned  to  individual 

Authority  for  maintenance  of  the  system:  Title  S,  U.  S.  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  categ(^ 
ries  of  users  and  the  purpo^  of  such  uses:  To  show  loss  or  deteri¬ 
oration  of  clothing  and  equipment 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File 
Retrievahility:  Name 

Safeguards:  Building  locked  at  night  -  locked  cabinet 
Retention  and  disposal:  Until  separation 

System  managers)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  activi¬ 
ties  maili^  addresses. 

Notification  procedure:  Information  may  be  obtained  from  the 
Sysmanager 

Record  access  procedures:  Written  requests  from  the  individual 
should  be  addressed  to  the  Sysmanager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  his  social  security  number  or  former  military  ser¬ 
vice  number.  The  following  information  will  also  be  helpful  in 
locating  some  records:  Military  rank  and  occupational  specialty, 
dates  and  places  of  service,  and  any  special  correspondence  previ¬ 
ously  received  or  sent. 

For  personal  visits,  the  individual  should  be  able  to  provide  per¬ 
sonal  identification  to  include  valid  military  or  dependent  identifica¬ 
tion  card  or  two  valid  civilian  items  of  identification  such  as 
driver’s  license,  social  security  card,  medicare  card,  etc. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determination  may  be  obtained 
from  the  SYSMANAGER. 

Record  source  categories:  Inspection  of  property  and  clothing 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MMC00008 

System  name:  Message  Release/Pickup  Authorization  File 
System  location:  Marine  Corps  activities 

Categories  of  individuals  covered  by  the  system:  All  personnel 
authorized  to  release/pickup  message  traffic. 

Categories  of  records  in  the  system:  OPNAV  Form  2160-5 
(Message  Release/Pickup  Authorization) 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  ^stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  allow  Comm  Center 
personnel  to  determine  who  is  authorized  to  release/pkkup 
messages  for  the  commands;  used  to  compare  specimen  signature 
on  card  with  the  signature  on  the  message  to  be  released;  used  by 
Comm  Center  employees  in  the  execution  of  their  assigned  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Cards  are  filed  in  a  card  file  within  the  Communication 
Center 

Retrievahility:  Alphabetically  by  name. 

Safeguards:  Located  in  a  secure  space  within  the  Comm  Center, 
which  is  manned  on  a  24-hour  basis. 

Retention  and  disposal:  Retained  until  individual  is  replaced  or 
authorization  is  revoked  by  proper  authority;  then  destroyed  by 
burning  or  shredding. 

System  managers)  and  address:  Local  commanding  officers.  See 
Directory  of  Department  of  the  Navy  mailing  addresses. 
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Notificatioo  procedure:  Request  information  from  the 
SYSMANAGER. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER. 

ContcstiiM  record  procedures:  The  agency’s  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Organizations,  departments,  sections 
authorized  to  release/pickup  messages  for  the  command. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMC00009 

System  name:  Narrative  Biographical  Data  with  Photos  (NAVMC 
Form  10573) 

System  location:  Primary  System  -  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380.  All  Marine  Corps  commands  and 
districts  maintain  derivative  files. 

Categories  of  individuals  covered  by  the  system:  Marine  Corps  ac¬ 
tive  duty,  reserve,  and  retired  general  officers  and  active  duty 
colonels  who  submit  biographic^  data  with  photographs  in  ac¬ 
cordance  with  existing  directives. 

Categories  of  records  in  the  system:  Files  contain  standard  bio- 
graphii^  information  as  listed  on  NAVMC  Form  I0S73  to  include: 
personal  identification,  personal  data,  education  background,  milita¬ 
ry  history,  medals  and  decorations,  combat,  and  chronology  of 
Marine  Corps  service.  A  current  photograph  accompanies  the  file. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganizations  -  To  make  routine  news  releases  such  as  assignments 
and  promotions;  to  provide  background  data  in  response  to  news 
media  queries;  to  provide  background  information  on  the  individual 
officer  prior  to  speaking  engagements  or  appearances  at  public 
events  in  which  the  officer  is  scheduled  to  appear;  to  provide  inter¬ 
nal  release  of  information  as  required. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

News  Media  -  To  provide  biographical  information  in  response  to 
query. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  officer. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Biographical  information  is  maintained  on 
all  general  officers  while  on  active  duty.  When  a  general  officer 
retires,  the  biographical  data  is  retained  for  five  years  after  the  date 
of  the  individual  officer’s  retirement  and  retained  by  the  Historical 
Division  (Code  HD),  Headquarters,  U  S  Marine  Corps,  Washing¬ 
ton,  D  C  20380. 

Biographical  files  are  maintained  on  colonels  while  on  active 
duty.  Upon  retirement  of  the  officer,  colonel  biographical  files  are 
retained  by  Historical  Division  (Code  HD),  Headquarters,  U  S 
Marine  Corps,  Washingotn,  D  C  20380. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
or  commander  of  unit  holding  file. 

Notificatioo  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Commandant  of  the  Marine  Corns  (Code  PAC), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  (T  20380. 

Written  requests  to  determine  whether  or  not  the  system  contains 
a  record  about  an  individual  should  contain  the  fuU  name  of  the 
general  officer  or  colonel  concerned. 


Visits  are  limited  to  Division  of  Information  (Code  PAC), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  a  military  identification  card,  and 
give  some  verbal  information  that  could  be  verified  with  his  ’case’ 

Record  access  procedures:  Information  may  be  obtained  from  the 
Commandant  of  the  Marine  Corps  and  the  commander  of  the  unit 
holding  the  file. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  (mtained  from  the 
SYSMANAGER. 

Record  source  categories:  Biographical  data  provided  by  the  in¬ 
dividual  general/colonel  and  from  personnel  files. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMNOfMMl 

System  name:  Deserter  Inquiry  File 

System  location:  Absentee  and  Deserter  Section,  Manpower  Plans 
and  Policy  Division,  Manpower  Department  (Code  MP),  Headquar¬ 
ters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system:  Marine  Coins  Ab¬ 
sentees  and  deserters;  Marines  in  hands  oi  civil  authorities  foreign 
and  domestic;  Marines  who  fail  to  comply  with  orders  to  new  duty 
stations;  suspected  and  convicted  absentees  and  deserters  who 
have  returned  to  military  control  within  the  last  90  days. 

Categories  of  records  in  the  system:  file  contains  automated 
records,  each  of  which  is  approximately  350  characters  in  length. 
These  records  reflect  personal  identification  data,  absentee’s  cur¬ 
rent  status,  parent  command,  notations  of  arrests,  and  other  per¬ 
tinent  information  which  is  necessary  to  monitor,  control  and 
identify  absentees. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sqch  uses:  Manpower  Plans  and 
Policy  Division  -  To  record  and  monitor  deserter/  absentee  cases 
entered  into  the  National  Crime  Information  Center’s  Wanted  Per¬ 
sons  File;  to  monitor  and  assign  absentees  upon  their  return  to  mili¬ 
tary  control;  to  ensure  that  absentees  are  formally  charged  in  ac¬ 
cordance  with  the  Uniform  Code  of  Military  Justice  prior  to  expira¬ 
tion  of  the  Statute  of  Limitations;  to  monitor  Marine  absentees  and 
deserters  believed  to  be  located  in  foreign  countries;  to  monitor 
Marines  who  have  failed  to  comply  with  permanent  change  of  sta¬ 
tion  (PCS)  orders  or  orders  to  travel  and  report  without  escort;  to 
insure  correspondence  pertaining  to  absentees  and  deserters 
received  by  the  Marine  Corps  is  processed  in  a  timely  manner;  to 
insure  that  appropriate  action  is  taken  within  the  Manpower 
Management  System  to  join  or  drop  absentees  to  desertion;  to  pro¬ 
vide  periodic  management  reports  concerning  absentees  and  deser¬ 
ters  as  directed  by  higher  authority. 

Comptroller  CJeneral  of  the  U  S  -  To  respond  to  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  Marine  Corps  Manpower  Management  Programs. 

The  Attorney  funeral  of  the  U  S  -  To  coordinate  with  the  Attor¬ 
ney  General  or  his  authorized  representatives  iii  connection  with 
litigation,  law  enforcement  or  other  matters  under  the  direct  ju¬ 
risdiction  of  the  Department  of  Justice  as  carred  out  as  the  legal 
representative  of  the  Executive  Branch. 

The  Department  of  Defense  -  To  coordinate  with  the  other  com¬ 
ponents  of  the  Department  of  Defense  as  may  be  required  to  re¬ 
port,  identify,  apprehend  and  return  Marine  absentees  and  deser¬ 
ters  to  Marine  Corps  control. 

Civilian  Law  Enforcement  Agencies  -  To  coordinate  with  ap¬ 
propriate  federal,  state,  and  local  law  enforcement  agencies  as  may 
be  required  to  report,  identify,  apprehend  and  return  Marine  absen¬ 
tees  and  deserters  to  Marine  Corps  control. 

Courts  -  To  respond  to  court  orders  in  connection  with  matters 
before  a  court. 

Congress  of  the  United  States  -  To  respond  to  inquiries  of  the 
Senate  or  the  Jlouse  of  Representatives  of  the  United  States  or  any 
committee  or  subcommittee  thereof  or  any  joint  committee  or  joint 
subcommittee  of  the  Congress  on  matters  within  their  jurisdiction 
as  may  be  requested  of  the  Marine  Corps. 

Marine  Corps  Staff  A^ncies  or  Commands  •  To  coordinate  the 
identification,  apprehension  and  return  of  Marine  absentees  and 
deserters  in  accordance  with  Marine  Corps  Manpower  Management 
policies 
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Policies  aad  practices  (or  storiag,  retrieving,  accessing,  retaining, 
and  disposiag  ol  records  ia  the  system: 

Storage:  Records  are  stored  on  magnetic  tape  and  magnetic  disks 
retained  in  a  controlled  access  area  at  Headquarters,  U  S  Marine 
Corps. 

Retrievabiiity:  Records  may  be  accessed  by  social  security 
number  or  by  use  of  logic  sorts  performed  upon  key  fields,  such  as 
duty  status,  parent  command,  race,  sex  or  date  of  absence. 

Safeguards:  Building  employs  security  guards.  Computer  ter¬ 
minals  and  records  are  located  in  areas  acessible  only  to  authorized 
personnel  that  are  properly  screened,  cleared  and  trained.  Use  of 
terminals  requires  knowledge  of  passwords. 

Retentioa  and  disposal:  Records  are  retained  on  file  for  90  days 
after  the  individual  addressed  in  the  record  is  returned  to  militai^ 
control  or  are  separated  from  the  Marine  Corps.  After  90  days  from 
return  to  militaiv  control  or  separation  the  tapes  or  disks  are 
erased. 

System  managerfs)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  MP) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2927 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  The  Commandant  of  the  Marine  Corps  (Code  MP), 
Headquarters,  U  S  Marine  Corps,  Federal  Office  Building  2, 
Washington,  D  C  20380. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  his  place  and  date  of  birth,  his  social  security 
number  and  his  signature. 

For  personal  visits,  the  individual  should  be  able  to  provide  mili¬ 
tary  identification  card,  driver’s  license  or  other  type  of  identifica¬ 
tion  bearing  picture  or  signature  or  by  providing  verbal  data  suffi¬ 
cient  to  insure  that  the  individual  is  the  subject  of  the  inquiry. 

Contcsdi^  record  procedures:  The  rules  for  contesting  contents 
and  appealing  initial  ^terminations  may  be  obtained  from  the  Com¬ 
mandant  of  the  Marine  Corps  (Code  JA),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380 

Record  source  categories:  Information  in  the  system  is  obtained 
from  the  Marine  Corps  Military  Personnel  Records;  from  the  in¬ 
dividual’s  commanding  officer,  officer-in-charge,  federal,  state  and 
local  law  enforcement  agencies,  lawyers,  judges.  Members  of  Con¬ 
gress,  relatives  of  the  individual  and  private  citizens,  the  Veteran’s 
Administration  and  the  individuals  themselves. 

Systeaas  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  Title  5,  U  S  Code  SS2  a  (j)  or  (k)  as 
applicable.  For  additional  information,  contact  the 
SYSMANAGER. 

MMN00002 

System  name:  Listing  of  Retired  Marine  Corps  Personnel 

System  location: 

The  Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system:  All  retired  mem¬ 
bers  of  the  Marine  Corps,' including  those  former  Marines  in  the 
receipt  of  disability  benefits  from  the  Veteran’s  Administration. 

Categories  of  records  in  the  system:  The  system  is  a  publication 
derived  from  automated  sources,  depicting  the  retiree’s  name.  So¬ 
cial  Security  Number,  mailing  address  and  retirement  component 
code. 

Authority  (or  maintenance  of  the  system:  Title  10,  U  S  Code  Sec¬ 
tion  5201 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officios  and  employees 
of  the  Marine  Corps  •  For  making  necessary  identification  of 
retired  members  in  the  performance  of  their  official  duties  related 
to  retirement  and  veterans  affairs  programs,  benefits,  entitlements, 
transportation,  hospitalization,  education,  dependent  affairs,  etc. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 


The  Attorney  General  of  the  U  S  •  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  with 
the  purview  of  said  court 

Congress  of  the  U  S  •  By  the  Senate  or  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congr^  or  subcommittee  of  joint  comnuttee  on 
matters  within  their  junsdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Leatherneck  Magazine  and  Marine  Corps  Gazette  -  For  maintain¬ 
ing  their  mailing  lists  of  subscribers  to  these  semi-official,  profes¬ 
sional  publications. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Controlled  distribution  publication.  Stock  copies  main¬ 
tained  in  locked  room. 

Retrievabiiity:  Listings  in  alphabetical  order,  with  officer  person¬ 
nel  listed  separate  from  enlist^  persotuiel. 

Safeguards:  Building  employs  security  guards.  Distribution  is 
strictly  controlled. 

Retention  and  disposal:  Destroyed  upon  being  superceded  by  up¬ 
dated  annual  publication. 

System  manager(s)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notificatioa  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Commandant  of  the  Marine  Corps  (Code  MS), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380.  The 
letter  should  contain  the  full  name.  Social  Security  Number  and 
signature  of  the  requester. 

The  individual  may  visit  Headquarters,  U  S  Marine  Corps, 
Columbia  Pike  &  Arlington  Ridge  Road,  Arlington,  Virginia,  Room 
1206.  Proof  of  identification  may  consist  of  lus  active,  reserve  or 
retired  identification  card,  his  Aimed  Forces  Report  of  Transfer  or 
EMscharge  (DD214),  his  discharge  certificate,  his  driver’s  license  or 
by  providing  such  other  data  sufficient  to  insure  that  the  individual 
is  the  subject  of  the  inquiry. 

Record  access  procedures:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps 
Columbia  Pike  &  Arlington  Ridge  Road 
Arlington,  Virginia  2O3B0 
Telephone  Area  Code  202/694-1043 

Contestiiig  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Staff  agencies  and  subdivisions  of 
Headquarters,  U  S  Marine  Corps 

Veterans  Administration 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
MMN00003 

System  name:  MANPOWER  MANAGEMENT  SYSTEM  (MMS) 

System  location:  Prirnary  System  -  Commanding  Officer,  Marine 
Corps  Automated  Services  Center,  1500  East  Bannister  Road,  Kan¬ 
sas  City,  Missouri  64131 

Eiecentralized  Segments  •  Commandant  of  the  Marine  Corps 
(Code  MPD,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380;  Commanding  Generid,  Marine  Corps  BaM,  Clamp  Lejeune, 
North  Carolina  28M2;  Commanding  General,  Marine  Corps  Base, 
Camp  Pendleton,  California  92055;  Comnunding  Gener^,  Fleet 
Marine  Force,  I^ific,  FPO  San  Francisco  96610;  Comnianding 
General,  Marine  Corps  Recruit  Depot,  Parris  Island,  South  Carolina 
29905;  Commanding  General.  Marine  Corps  Recruit  Depot,  San 
Diego,  Cahfornia  92140;  and  Commanding  General,  Marine  Corps 
Base,  Camp  S  D  Butler,  FPO  Seattle  98773;  CommiuKhng  General, 
First  Marine  Brigade.  FTO  San  Francisco,  California  96615. 

Categmlsa  el  Individ— h  covered  by  the  syeleni:  AH  Marines  on 
active  duty  in  excess  of  30  days. 
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PRIVACY  ACT  ISSUANCES 


Catesories  of  records  in  the  system:  The  MMS  master  files  consist 
of  a  complete  magiMtic  record  for  each  Marine  serving  on  active 
duty  for  a  period  in  excess  of  30  days.  The  procedure  used  to 
establish  the  initial  computer  record  and  add  the  individual  to  the 
Marine  Corps  strength  is  the  accession  process.  The  accession  of 
recruits  is  accomphshed  through  the  Recruit  Accession  Manage¬ 
ment  System  (RAMS).  The  Commissioning  Accession  Management 
System  (CAMS)  is  designed-  to  access  all  officer  records  into 
JUMPS/MMS.  Accession/  reaccession  of  all  noiu^ruit  enlisted 
records  is  accomplished  through  the  Headquarters  Accession 
Management  System  (HAMS)  at  Head^arters,  U  S  Marine  Corps. 
The  Accession  Transcription  Form  (ATF)  is  an  OCR  form  which 
contains  information  extracted  from  the  enlistment  contract  and 
transfer/assignment  to  active  duty  orders.  The  ATF  is  completed 
and  processed  to  establish  the  computer  record.  The  Manpower 
Management  Information  System  (GIMMIS)  consists  of  nuxlels  and 
processes  within  MMS  These  models  and  processes  support  man¬ 
power  planners  and  programmers  to  optimize  assignments  to  unac¬ 
companied  overseas  tours,  predict  enlisted  population  by  grade  and 
military  occupational  speci^ty  (MOS)  and  to  test  various  policies 
related  to  unrestricted  officer  promotion  planning. 

Authority  for  maintenance  of  the  system:  Title  37,  U  S  Code;  Title 
10,  U  S  C^e  Sections  5031  and  5201. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in  the 
execution  of  their  official  duties  with  regard  to  the  administration 
and  management  of  Marine  Corps  personnel  assets. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  •  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Federal,  State  and  Local  Government  Agencies  -  By  officials  and 
employeees  of  federal,  state  and  local  government  through  official 
request  for  information  with  respect  to  law  enforcement,  investiga¬ 
tory  procedures,  criminal  prosecution,  civil  court  action  and  regula¬ 
tory  order. 

To  provide  information  to  another  agency  or  to  an  instrumentali¬ 
ty  of  any  governmental  jurisdiction  within  or  under  the  control  of 
the  United  States  which  has  been  authorized  by  law  to  conduct  law 
enforcement  activities  pursuant  to  a  request  that  the  agency  or  in¬ 
strumentality  initiate  criminal  or  civil  action  against  an  individual 
on  behalf  of  the  U  S  Marine  Corps,  the  Department  of  the  Navy, 
or  the  Department  of  Defense. 

To  provide  information  to  individuals  pursuant  to  a  request  for 
assistance  in  a  criminal  or  civil  action  against  a  member  of  the  U  S 
Marine  Corps,  by  the  U  S  Marine  Corps,  the  Department  of  the 
Navy,  or  the  Department  of  Elefense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tapes  and  disks. 

Retrievability:  Information  is  accessed  and  retrieved  by  name,  in¬ 
itials  and  social  security  number.  Conventional  and  computerized 
indices  are  required  to  retrieve  individual  records  from  the  system. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  End  calendar  and  fiscal  year  ’snap-shots’ 
of  the  MMS  data  base  are  maintained  indefinitely  in  magnetic  form 
at  Headquarters,  U  S  Marine  Corps. 

System  managerfs)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps.  Washington,  D  C  20380 


Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  MP) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3144 

Information  mayvalso  be  obtained  from  the  Marine  Corps  Auto¬ 
mated  Services  Center  or  the  satellite  data  processing  activities 
listed  under  the  LOCATION  paragraph  above. 

Record  access  procedures:  Written  requests  from  individuals 
should  be  addressed  to  the  cognizant  commanding  officer  of  the  in¬ 
dividual’s  personnel  reporting  jurisdiction  command  listed  under 
the  heading  LOCATION 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  social  security  number  and  the  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  posi¬ 
tive  personal  identification  such  as  valid  military  identification 
card.  Armed  Forces  Report  of  Transfer  or  Discharge  (DD  Form 
214),  driver’s  license,  etc. 

Contesting  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER  . 

Record  source  categories:  The  individual  having  administrative 
responsibility  for  the  Marine  concerned  via  an  optically  scannable 
form  which  requires  a  validating  signature. 

The  responsible  disbursing  office  via  an  optically  scannable  form 
which  requires  a  validating  signature. 

Authorized  personnel  of  Headquarters,  U  S  Marine  Corps. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00004 

System  name:  Marine  Corps  Club  and  Mess  Membership 

System  location:  Decentralized  Segments  -  Custody  of  records 
maintained  by  management  personnel  or  organizations  in  which 
membership  is  available  in  officer  and  staff  noncommissioned  of¬ 
ficer  clubs. 

Categories  of  individuals  covered  by  the  system:  Officer  personnel, 
who  elect  officers  club  membership,  will  be  requested  to  provide 
sufficient  personal  information  to  receive  club  materials,  i.e.,  club 
bills,  calendar  of  events,  etc.,  at  their  home  or  place  of  work. 

Staff  noncommissioned  officer  personnel,  who  elect  staff  non¬ 
commissioned  officer  club  membership,  will  be  requested  to  pro¬ 
vide  sufficient  personal  information  to  receive  club  materials,  i.e., 
club  bills,  calendar  of  events,  etc.,  at  their  home  or  place  of  work. 

Categories  of  records  in  the  system:  A  nonstandardized,  locally 
produced  record  listing  name,  grade,  service  number,  military  and 
home  address,  and  duty  phone  number.  Some  dependent  informa¬ 
tion  may  also  be  provided. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  clubs  and 
mess  management  personnel  routinely  use  personal  information  for 
billing  of  customers  and  forwarding  of  club  related  informational 
material  to  its  members. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  information  of  a  personal  nature  is  recorded  and 
stored  in  cabinet  drawers  or  other  record  keeping  devices. 

Retrievability:  Is  by  name  and/or  service  number. 

Safeguards:  Include  normal  security  afforded  unclassified  file 
materi^s. 

Retention  and  disposal:  The  data  should  be  retained  so  loi^  as  the 
member  is  active  and  disposed  of  when  membership  is  terminated. 

System  manager(s)  and  address:  Decentralized  -  The  local  com¬ 
manding  officer  is  responsible  for  the  operation  of  clubs  aboard  his 
base/activity. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  commanding  officer  of  the  activity  having  custody  of 
the  records. 

Record  access  procedures:  Rules  of  access  may  be  obtained  from 
the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 
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Record  source  cateoories:  All  infonnation  it  provided  voluntarily 
by  the  individual  applying  for  membership  in  a  club. 

Systems  exempted  from  certain  provtsioas  of  the  act:  None 
MMNoeoos 

System  name:  Marine  Corps  Education  Prograih  Appli¬ 
cant/Participant  Information  File 

System  locatkm:  Primary  system  •  Headquarters,  U  S  Marine 
Corps  (Code  MTES),  Washington,  D  C  20380. 

^condary  system  -  Local  activity  or  command  to  which  in¬ 
dividual  is  assigited  (See  list  of  activities  in  Navy  Standard  Dis- 
tribuUon  List  OPNAV  PO9B3-107). 

Categories  of  individuals  covered  by  the  system:  Marine  Corps  per¬ 
sonnel  who  have  submitted  written  applications  for  participation  in 
full-time,  tuition  assistance,  off-duty,  PREP,  or  other  voluntary 
education  programs. 

Categories  of  records  in  the  sy^m:  File  contains  copies  of  in¬ 
dividual’s  applications  for  participation  in  an  education  program; 
copies  of  correspondence  between  the  Marine  Corps,  the  individual 
and  academic  institutions  involved;  copies  of  academic  transcripts; 
miscellaneous  academic  records  and  correspondence;  test  results; 
previous  enrollments  and  disenroUments;  and  educational  qualifica¬ 
tion  data  addressing  the  individual  concerned. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in 
matters  relating  to  their  assigned  duties  in  connection  with  educa¬ 
tional  and  vocational  counseling,  recommendation,  evaluation, 
selection  and  assignment.  Also  in  the  management  and  control  of 
various  educational  and  vocational  programs  attended  by  Marine 
Corps  personnel. 

Department  of  Defense  and  it’s  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
(jeneral  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

.Educational  Institutions  -  By  officials  and  'employees  of  those 
educational  institutions  to  which  the  individual  applies  or  which  the 
Marine  Corps  contracts  with,  to.  provide  full-time,  off-duty  or  other 
educational  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  files  as  represented  by  card  files,  listings,  log 
books,  computer  printouts,  rosters  and  file  folders  stored  in  Mng 
cabinets. 

Retrievability:  Filed  alphabetically  by  last  name;  by  educational 
institution,  educational  program  or  unit  of  assignment.  Cross 
referenced  by  SSN 

Safeguards:  Records  are  maintained  in  limited  access  working 
areas  and  are  made  available  to  persons  other  than  the  individual 
addressed  only  on  a  strict  ’need-to-know’  basis.  After  duty  hours 
storage  areas  are  locked. 

Retention  and  disposal:  Records  are  maintained  a  maximum  of 
three  years  and  then  destroyed.  In  instances  where  individual 
completes  a  program  in  less  than  three  years,  with  no  incurred  ser¬ 
vice  obligation,  records  are  destroyed  on  program  completion  or 
transfer  of  individual  from  command  maintaining  record. 

System  managerfs)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380  . 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps  (Code  MTES) 

Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2109 


Record  aoccas  procedures:  Requests  from  individuals  should  be 
addressed  to  the  comnMnder  of  the  activity  to  which  they  are  as¬ 
signed  for  duty.  Activity  al^kesses  are  contained  in  the  Navy  Stan¬ 
dard  Distribution  List  (OPNAV  PWBi-107). 

Requests  from  individuals  who  have  made  written  appUcation  for 
the  Special  Education  Program  (SEP),  Advanced  Degree  Program 
(ADP),  Funded  Legal  Eduction  Program  (FLEP),  College  Degree 
Program  (CDP),  Marine  Enlisted  Commissioning  Education  Pro¬ 
gram  (MECEP),  Navy  Enlisted  Scientific  Education  Program 
(NESEP),  Staff  NCO  Degree  Completion  Program  (SNCODCP),  or 
Marine  Associate  Degree  Completion  Program  (MADCOP)  should 
be  addressed  to  the  Commandant  of  the  Marine  Corps,  Headquar¬ 
ters,  U  S  Marine  Corps  (Code  MTES),  Washington,  D  C  20380. 

Written  requests  for  information  should  contain  name  of  the  in¬ 
dividual,  current  address  and  telephone  number,  and  the  academic 
program  originally  requested  or  in  which  participated. 

For  persona]  visits,  the  individual  should  provide  personal 
identification. 

Contesting  record  procedures:  Rules  for  access  to  records  and  for 
contesting  contents  by  the  individual  concerned  may  be  obtained 
from  the  SYSMANAGER 

Record  source  categories:  Application  and  related  documents  in¬ 
cluding  correspondence  from  the  individual  requesting  an  education 
program;  correspondence  originating  in  the  Educational  Services 
Branch  or  other  Headquarters  Marine  Corps  Staff  Agencies;  ' 
academic  transcripts  from  educational  institutions;  and  educational 
selection  board  results. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00006 

System  name:  Marine  Corps  Military  Personnel  Records 
(OQR/SRB) 

System  location:  PRIMARY  SYSTEM  -  The  Commandant  of  the 
Marine  Corps,  Headquarters,  U  S  Marine  Corps,  Washington.  D  C 
20380 

Decentralized  Segments  -  Custody  of  the  commanding  officer  of 
the  organization  to  which  the  Marine  officer  or  enlisted  individual 
is  assigned  for  duty  or  administration  of  official  records 
(OQR/SRB). 

Decentralized  Segments  -  National  Personnel  Records  Center, 
9700  Page  Blvd.,  St.  Louis,  Missouri  63132 

Categories  of  individuals  covered  by  the  system:  Headquarters,  U 
S  Marine  Corps  official  military  personnel  records  on  Marine  of¬ 
ficers  consist  of  a  copy  of  the  appointment  acceptance  and  record 
and  all  supporting  documents  furnished  by  the  officer  and 
generated  by  Marine  Corps  procurement  procedures  necessary  to 
evaluate  the  individual  for  a  commission  in  the  Marine  Corps  or 
Marine  Corps  Reserve.  The  system  comprises  non-automated 
records  reflecting  information  pertaining  to  a  Marine  officer’s 
identification,  personal  history,  marital  and  dependency  status,  edu¬ 
cation,  aptitude  testing,  training,  previous  employment,  records  of 
civil  offenses  and  arrests,  appraisals  of  performance  and  potential, 
awards,  duty  assignments,  military  orders,  security  clearances, 
promotion  warrants,  official  photographs,  official  correspondence, 
physical  examinations,  psychiatric  evaluations,  record  of  courts- 
martial,  martial  and  other  disciplinary  matters,  and  other  data 
needed  in  managing  the  officer  personnel  of  the  Marine  Corps  and 
Marine  Corps  Reserve. 

Headquarters,  U  S  Marine  Corps  official  military  personnel 
records  on  enlisted  Marines  consist  of  a  duplicate  enlistment  con¬ 
tract  or  induction  record  and  all  supporting  documents  furnished  by 
the  enlisted  Marine  or  generated  by  the  Marine  Corps  recruiting 
procedures  necessary  to  evaluate  and  approve  the  Marine  for  en¬ 
listment  in  the  Marine  Corps  or  Mariiw  Corps  Reserve.  The  system 
comprises  non-automated  records  reflecting  information  pertaining 
to  an  enlisted  Marine’s  identification,  personal  history,  marital  and 
dependency  status,  education,  aptitude  testing,  training,  previous 
employment,  records  of  civil  offenses  and  arrests,  appraisals  of 
performance  and  potential,  awards,  duty  assignments,  military  or¬ 
ders,  security  clearances,  promotion  warrants,  official  photographs, 
official  correspondence,  physical  examinations,  psychiatric  evalua¬ 
tions,  record  of  courts-martial  and  other  disciplinary  matters,  and 
other  data  needed  in  managing  the  enlisted  personnel  of  the  Marine 
Corps  and  Marine  Corps  Reserve. 

Officer  (Qualification  Record  (OQR)  is  a  field  record  of  a  Marine 
Officer  whkh  accompanies  the  officer  throughout  the  various  as¬ 
signments  of  service  with  the  Marine  Corm  or  Marine  Corps 
Reserve.  Maintenance  and  custody  of  the  CXQR  rests  with  the  com- 
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manding  officer  of  the  o^anizatiofi  to  which  the  Marine  officer  is 
assigDM  for  duty  or  administration  of  records.  This  record  consists 
of  tM  original  appointment  acceptance  and  record  and  non-auto- 
mated  records  reflecting  information  pertaining  to  the  officer's 
identification,  marital  and  dependeiKy  status,  education,  aptitude 
testing,  training,  awards,  chronologic^  duty  assignments, 
orders  and  memoranda,  security  clearance,  promotions,  officud 
photographs,  official  correspondence,  prior  separation  documents 
(DD  Form  214),  leave  and  earnings  statements,  periodic  print-outs 
of  automated  record  contents,  records  of  courts-martial  and  other 
discipUnary  matters  and  any  local  orders  or  memoranda  necessary 
for  utilization  of  the  Marine  officer’s  background  and  experience  in 
accomplishing  the  mission  of  the  command. 

Enlisted  Service  Record  Rook  (SRB)  is  a  field  record  of  an  en¬ 
listed  Marine  which  accompanies  the  enlisted  Marine  throughout 
the  various  assigrunents  of  service  with  the  Marine  Corps  or 
Marine  Corps  Reserve,  maintenance  and  custody  of  the  SRB  rests 
with  the  command^  officer  of  the  organization  to  which  the  en- 
listMl  Marine  is  assigi^  for  duty  or  administration  of  records.  This 
record  consists  of  the  original  enlistment  contract  or  record  of  in¬ 
duction  and  non-automated  records  furnished  by  the  enlisted 
Marine  or  the  recruiting  procedures  in  effecting  the  enlistment  or 
induction  of  the  Marine.  This  record  reflects  information  pertaining 
to  the  Marine’s  identification,  marital  and  dependency  status,  edu¬ 
cation,  aptitude  testing,  training,  awards,  chronological  duty  assign¬ 
ments,  duty  and  conduct  evaluations,  security  clearance,  promo¬ 
tions,  official  photographs,  official  correspondence,  prior  separa¬ 
tion  documents  (DD  Form  214),  Leave  and  Earnings  statements, 
periodic  print-outs  of  automated  record  content,  courts-ntartial  and 
other  disciplinary  matters,  any  other  local  military  orders  or 
memoranda  necessary  for  the  utilization  of  the  Marine’s 
background  and  experience  in  accomplishing  the  mission  of  the 
cottunand. 

Categories  of  records  in  the  system:  Headquarters,  U  S  Marine 
Co^s,  Official  Military  Personnel  Records  on  Marine  officers  and 
enlisted  are  retained  and  maintained  at  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380  from  acceptatKe/enlistment/induc- 
tion  to  complete  severance  from  the  Marine  Corps  and  the  Marine 
Corps  Reserve  by  retirement  or  discharge. 

OQR/SRB’s  are  retained  and  maintained  by  the  commanding  of¬ 
ficer  of  the  Marine  Corps  or  Marine  Corps  Reserve  field  command 
to  which  the  Marine  is  assigned. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Marine  Corps  and  Marine  Corps  Reserve  in  the  performance 
of  tKeir  official  duties  relating  to  management  of  personnel 
resources;  screening  and  Selection  for  promotion,  training  and  edu¬ 
cational  programs;  administration  of  appeals,  grievances,  discipline, 
litigations  and  investigations  adjudication  of  claims,  benefits  and 
entitlements;  administration  and  management  of  retirement  and 
veterans  affairs  programs;  and,  the  providing  of  requested  informa¬ 
tion  from  the  records  to  the  Veterans  Administration,  Social 
Security  Administration,  Selective  Service  System,  National  Guard, 
Public  Health  Service  (HEW),  U.  S.  Coast  (juard.  Immigration  and 
Naturalization  Service,  Treasury  Department,  Department  of 
Labor,  Department  of  State,  General  Accounting  Office  and  State 
Bonus  Bureaus  in  conitection  with  such  functions  as  processing  and 
adjudication  of  claims,  updating  of  records,  administration  of  work 
progr^s,  processing  naturalization  proceedings  and  verification  of 
eligibility  and  entitlement  to  various  benefits  and  programs. 

Officials  and  employees  of  other  components  of  DoD  in  the  per¬ 
formance  of  their  official  duties  relating  to  screening  and  selection 
of  members  for  interservice  transfer;  procedures  for  appeals  for 
correction  of  service  records;  reviews  of  discharges  from  the  ser¬ 
vice;  physical  evaluations;  research  analyses;  litigations  and  in¬ 
vestigations;  clemetKy  and  awards  reviews  and  evaluations. 

By  representatives  of  the  Civil  Service  Commission  in  connection 
with  evaluation  of  prospective  federal  employees. 

By  court  order  in  connection  with  matters  before  a  federal,  state 
or  municipal  court. 

By  the  Comptroller  General  or  his  representatives  in  the  course 
of  t^  performance  of  duties  relating  to  decisions  or  procedures  by 
the  General  Accounting  Office  on  manpower  management  pro¬ 
grams. 

By  agents  of  the  Federal  Bureau  of  Investigation,  Secret  Service 
and  office  of  Naval  Intelligence  in  connection  with  matters  under 
the  jurisdiction  of  these  investigative  bodies  upon  presentation  of 
credentials. 


By  private  organization  under  government '  contract  to  perform 
ratKlom  analytical  research  into  specific  aspects  of  military  person¬ 
nel  management  and  administrative  procedures. 

By  investigative,  security  and  law  enforcement  agents  of  federal 
^encies  who  have  submitted  written  requests  for  access  to  Marine 
C^rps  military  personnel  records  with  justification  thereof  as  per- 
taimng  to  the  conduct  of  government  Inisiness  under  their  respec¬ 
tive  jurisdictions,  and  providing  the  names  of  specified  agents  hav¬ 
ing  a  nc«d  for  such  access. 

By  state  and  county  law  enforcement  bodies  processing  applica¬ 
tions  for  employment,  when  applicants  have  given  written 
authorization  for  access  to  respective  military  personnel  records. 

By  officials  and  employees  of  the  National  Personnel  Records 
Center,  9700  Page  Boulevard,  St.  Louis,  Missouri  63132  acting  as 
agent  for  Headquarters,  U  S  Marine  Corps  in  storage  and 
processing  of  Marine  Corps  maintained  by  that  center. 

By  a  Marine  or  former  Marine  or  such  individual(s)  designated 
by  him/her  in  writing  for  whatever  purpose  access  to  or  release  of 
their  respective  records  is  desired. 

By  the  White  House,  Secretary  of  Defense,  Secretary  of  the 
Navy,  and  members  of  Congress  in  response  to  inquiries  regarding 
individual  Marines. 

To  provide  information  to  another  agency  or  to  an  instrumentali¬ 
ty  of  any  governmental  jurisdiction  within  or  under  the  control  of 
the  United  States  which  has  been  authorized  by  law  to  conduct  law 
enforcement  activities  pursuant  to  a  request  that  the  agency  or  in¬ 
strumentality  initiate  criminal  or  civil  action  against  an  in^vidual 
on  behalf  of  the  U  S  Marine  Corps,  the  Department  of  the  Navy, 
or  the  Department  of  Defense. 

To  provide  information  to  individuals  pursuant  to  a  request  for 
assistance  in  a  criminal  or  civil  action  against  a  member  of  the  U  S 
Marine  Corps,  by  the  U  S  Marine  Corps,  the  Department  of  the 
Navy,  or  the  Department  of  Defense. 

Officials  and  employees  of  Navy  Relief  and  the  American  Red 
Cross  in  the  performance  of  their  duties  related  to  assistance  of  the 
members,  their  dependents  and  relatives. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  in  open  shelf  filing  equip¬ 
ment 

Retrievability:  The  records  maintained  at  Headquarters,  U  S 
Marine  Corps  (all  active  and  reserve  officer  records,  all  temporary 
disability  retired  records,  all  active  and  organized  reserve  and  Fleet 
Marine  Corps  reserve  enlisted  records  of  personnel 
joined/transferred  to  these  components  subsequent  to  30  June  1974, 
all  former  Commandants,  all  living  retired  officers  (who  served  in  a 
General  Officer  grade,  records  of  all  personnel  sepanited/retired 
four  months  or  less)  are  retrieved  by  Social  Security  Num^r 
(SSN)  and  name.  Except  for  OQR’s  and  SRB’s  of  participating 
members,  all  other  categories  of  Marine  Corps  militaiV  personnel 
records  are  maintained  at  the  National  Persotmel  Records  center, 
St.  Louis,  Missouri.  Those  retired  to  St.  Louis  prior  to  1  January 
1964  and/or  those  with  military  service  numbers  (MSN)  below 
1800000  are  retrieved  by  MSN  and  name.  All  other  Marine  Corps 
records  retired  to  St.  Louis  are  accessed  by  MSN  and/or  SSN, 
name  and  are  assigned  a  Registry  Number.  These  records  are 
retrieved  by  Registry  Number. 

Safeguards:  Buildings  employs  security  g^ds,  records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Rctentkm  and  disposal:  Records  are  permanent.  Records  main¬ 
tained  at  Headquarters,  U  S  Marine  Corps  are  transferred  to  the 
National  Personnel  Records  Center,  9700  Page  Boulevard,  St. 
Louis,  Missouri  63132  four  months  after  separation,  placement  on 
the  Permanent  Disability  Retired  List,  retirement,  rebrement  from 
Heet  Marine  Corps  Reserve,  death  of  an  officer  who  served  in  a 
General  Officer  grade  and  former  Marines  no  longer  considered  of 
newsworth  status. 

System  managerfs)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Nodficatioa  procedure:  Correspondence  pertaining  to  records 
maintained  by  Headquarters,  U  S  Marine  Corps  should  be  ad¬ 
dressed  to: 

Commandant  of  the  Marine  Corps  (Code  MS) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1043 

Correspondence  Mrtaining  to  records  maintained  by  National 
Personnel  Records  (Jenter  slwuld  be  addressed  to: 
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Director,  National  Personnel  Records  Center 
9700  Pa^  Boulevard 
St.  Louis,  Missouri  63132 
Telephone:  Area  Code  314/268-71 S5 
Correspondence  pertaining  to  OQR  and  SRB  records  maintained 
by  the  respective  commanding  officers  should  be  addressed  to  the 
command  concerned  as  is  shown  in  the  Standard  Navy  Distribution 
Ust  •  Part  1  (OPNAV  P09B3-107) 

Correspondence  should  contain  the  full  name.  Social  Security 
Number  and  signature  of  the  requester.  The  individual  may  visit 
any  of  the  above  activities  for  review  of  records.  Proof  of  identifi¬ 
cation  may  consist  of  his  active,  reserve  or  retired  identification 
card,  his  Armed  Forces  Report  of  Transfer  or  Discharge  (DD  Form 
214),  his  discharge  certificate,  his  driver’s  license  or  by  providing 
such  other  data  sufficient  to  insure  that  the  individual  is  the  subject 
of  the  inquiry. 

Record  access  procedures:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  MS) 

Headquarters,  U  S  Marine  Corps 
Columbia  Pike  &  Arlington  Ridge  Road 
Arlington,  Virginia  20380 
Telephone:  Area  Code  202/694-1043 
Coalcsdiig  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Staff  agencies  and  subdivisions  of 
Headquarters,  U  S  Marine  Corps 
Marine  Corps  commands  and  organizations 
other  agencies  of  federal,  state,  and  local  governments 
Medical  reports 

Correspondence  from  financial  and  other  commercial  enterprises 
Correspondence  and  records  of  educational  institutions 
Correspondence  of  private  citizens  addressed  directly  to  the 
Marine  Corps  or  via  the  U  S  Congress  and  other  agencies 
Investigations  to  determine  suitability  for  enlistment,  security 
clearances,  and  special  assignments 

Investigations  related  to  disciplinary  proceedings 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00007 

System  name:  Marine  Corps  Motion  Picture/Instructional  Television 
(ITV)  Archives 

System  location:  Motion  Picture  and  TV  Archives,  Marine  Corps 
Development  and  Education  Command,  Quantico,  Virginia 
Categories  of  individuals  covered  by  the  system:  Personnel  who 
have  been  photographed  while  participating  in  Marine  Corps  related 
events. 

Categories  of  records  in  the  system:  The  archives  contains  motion 
picture  photography  and  videotape  footage  documenting  Marine 
Corps  related  events. 

Authority  for  maiatenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpom  of  such  uses:  Material  contain^  in  Uie 
archives  is  used  for  Marine  Corps  reports,  education  programs, 
public  information,  training  programs,  recruiti^  purposes,  and  for 
general  release  to  the  public.  Material  is  available  to  other  DOD 
and  Federal  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Films  and  videotapes  are  stored  on  film  racks  in  film 
vaults. 

Retrievability:  Personnel  identified  in  the  films  and  videotapes 
are  list^  alphabetically  in  an  index  system. 

Safeguards:  Film  vaults  are  locked  when  not  in  use.  Only 
authorized  personnel  have  access.  During  non-working  hours, 
rooms  and  buildings  containing  the  films  and  videotapes  are  locked. 

Retention  and  disposal:  Films  and  videotapes  are  maintained  in¬ 
definitely. 

System  managerfs)  and  address:  Comnuuidant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  MTAV) 

Headquarters,  U.  S  Marine  Corps 
washi^on,  D  C  20380 
Telephone:  Area  Code  202/433-3027 


Record  accem  proc^ures:  Requests  should  be  addressed  to:  Com¬ 
mandant  of  the  Marine  Coips  (Code  MTAV),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380 
Written  requests  should  contain  full  name  of  the  individual,  cur¬ 
rent  address  and  telephone  number. 

For  personal  visits,  the  individual  concerned  should  contact  the 
Head,  Audio-visual  Branch,  Training  and  Education  Division  (Code 
MTAV),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380,  Telephone:  Area  Code:  202-433-2616 
Contesting  record  procedures:  Rules  for  access  to  records  and  for 
contesting  contents  by  the  individual  concerned  may  be  obtained 
from  the  SYSMANAGER 

Record  source  categories:  Material  within  the  archives  is  from 
Marine  Corps  Field  Motion  Picture  and  ITV  Facilities. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00008 

System  name:  Marine  Corps  StiU  Photographic  Archives 
System  location:  Audio-Visual  Branch,  Training  and  Education 
Division,  Manpower  Department  (Code  MTAV),  Headquarters,  U 
S  Marine  Corps,  Building  159E,  Washington  Navy  Yard,  Washing¬ 
ton,  D  C  20380 

Decentralized  system  -  organizational  elements  of  the  U.  S. 
Marine  Corps  maintaining  still  photographic  files. 

Categories  of  individuals  covered  by  the  system:  Personnel  who 
have  been  photographed  while  participating  in  Marine  Corps  related 
events. 

Categories  of  records  in  the  system:  The  Archives  contains  docu¬ 
mentary  photography  of  Marine  Corps  related  events. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Material  contained  in  the 
archives  is  used  for  Marine  Corps  reports,  education  programs, 
manuals,  public  information,  training  programs,  recruiting  pur¬ 
poses,  and  for  general  release  to  the  public.  Material  is  available  to 
other  DOD  and  Federal  agencies. 

Polid^  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Photographic  records  are  maintained  in  large  Dibold  file 
machines. 

Retrievability:  Personnel  identified  in  the  photographic  records 
are  listed  alphabeticaUy  in  an  index  system. 

Safeguards:  Photographic  records  are  maintained  in  large  Dibold 
file  machines  which  are  locked  when  not  in  use.  Only  authorized 
personnel  have  access.  During  non-working  hours,  rooms  contain¬ 
ing  the  records  are  locked. 

Retention  and  disposal:  A  2S-year  archives  is  maintained.  Older 
.records  are  trans-  ferred  to  the  National  Archives,  Washington,  D 
C 

System  managers)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Decentralized  systems  managed  by  local  commands. 

Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  MTAV) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/433-3027 
Record  access  procedures:  Requests  should  be  addressed  to:  Com¬ 
mandant  of  the  Marine  Corps  (Code  MTAV),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380 
Written  requests  should  contain  fuU  name  of  the  individual,  cur¬ 
rent  address  and  telephone  number. 

For  personal  visits  the  individual  should  proceed  to:  Washington 
Navy  Yard,  Building  159E,  Washington,  D  C 
Contesting  record  procedures:  Rules  for  access  to  records  and  for 
contesting  contents  by  the  individual  concerned  may  be  obtained 
from  the  SYSMANAGER 

Record  source  categoi^:  All  material  within  the  archives  is  from 
either  Marine  Corps  Field  Photographic  Facilities  or  from  Private 
donations. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
MMN00009 

System  name:  Military  Police  Information  System  (MILPINS) 
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Sytlea  localioa:  Decentralized  segments  •  commands  within  area 
of  jurisdiction. 

Catcgorfcs  of  individoals  covered  by  the  syitem:  Files  contain  in¬ 
formation  concerning  both  military  personnel  and  civilians  who 
have  come  in  contact  with  the  Milit^  Police  as  Victims.  Suspects, 
or  Witnesses  to  incidents,  complaints  reported  to  the  Provost 
Marshal. 

Categories  of  records  in  the  system:  Incident/Complaints  reported 
to  the  Installation  Provost  Marshal  and  all  subjects  listed  on  Field 
Interviews/Reports  by  the  Military  Police.  Indiex  cards  containing 
name,  social  security  number,  address,  offense  charges,  location  ol 
offense/incident,  date,  time,  blotter  entry  number,  military  policy 
report  number  and  disposition  of  case. 

Authority  for  maintenance  of  the  system:  Chapters  S,  6  and  7  of 
the  Manual  for  Courts-Martial  and  Title  10.  U  S  Code 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  a^  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in 
connection  with  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  witliin  their  jurisdiction  requiring  disclosure  of  the  files.  ■ 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

To  provide  information  to  another  agency  or  to  an  instrumentali¬ 
ty  of  any  governmental  jurisdiction  within  or  under  the  control  of 
the  United  States  which  has  been  authorized  by  law  to  conduct  law 
enforcement  activities  pursuant  to  a  request  that  the  agency  or  in¬ 
strumentality  initiate  criminal  or  civil  action  against  an  individual 
on  behalf  of  the  U  S  Marine  Corps,  the  Department  of  the  Navy, 
or  the  Department  of  Defense. 

To  provide  information  to  individuals  pursuant  to  a  request  for 
assistance  in  a  criminal  or  civil  action  against  a  member  of  the  U  S 
Marine  Corps,  by  the  U  S  Marine  Corps,  the  Department  of  the 
Navy,  or  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  magnetic  tapes  and  index  cards  in  metal  files. 

Retrievability:  Filed  by  full  name  or  social  security  number  (SSN) 

Safeguards:  Records  are  maintained  in  area  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and 
trained.  Files  can  only  be  retrieved  by  the  Director  or  Assistant 
Director,  Automated  Services  Center  by  utilizing  an  assigned  code 
number. 

Retention  and  disposal:  Two  years  and  then  purged 

System  managerfs)  and  address:  Installation  Provost  Marshal  of 
activity  concerned. 

Notification  procedure:  Information  may  be  obtained  from: 

Installation  Provost  Marshal  of  activity  concerned. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  Provost  Marshal  of  activity  Concerned. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  social  security  number,  date  and  place  of  birth. 

For  visits,  the  individual  should  report  to  Provost  Marshal  of  the 
respective  installation. 

Contesting  record  procedures:  The  rules  for  contesting  contents 
and  appealing  initial  determinations  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Military  Police  Blotters  and  Field  Inter¬ 
view  Cards. 

Systems  exempted  from  certain  provisions  of  the  act:  None 


MMNOOOlO 

System  name:  Personnel  Services  Working  Files 

System  location:  All  Marine  Corps  activities. 

Categories  of  individuals  covered  by  the  system:  Members  and 
former  members  of  the  Marine  Corps  and  Marine  Corps  Reserve; 
permanently  and  temporarily  retired  members  of  the  Marine  Corps 
and  Marine  Corps  Reserve;  members  of  the  Reel  Mariite  Corps 
Reserve;  Federal  civil  service  employees  of  the  Marine  Corps;  and 
dependents,  survivors  or  appointed  agents  of  the  foregoing,  ^me 
information  about  dependents  and  other  members  of  families  or 
former  families  of  Marine  Corps  personnel  may  be  included  in  files 
pertaiiting  to  the  Marine.  Inquiries  from  the  general  public,  whether 
addressed  directly  to  HQMC  or  received  via  a  thud  party,  may  be 
retained  together  with  information  obtained  in  the  course  of 
completing  required  action  or  in  preparing  a  response. 

Categories  of  records  in  the  system:  Files  contain  information  per- . 
laining  to  identification;  prior  service;  location  and  addresses; 
decedent  affairs;  military  honors  at  funerals;  recovei^  of  remains; 
casualty  notification;  condolence  letters  to  next  of  kin;  transporta¬ 
tion,  passports  and  visas  for  next  of  kin  of  casualties  medically 
warranted  overseas;  missing  persons;  prisoners  of  war;  reserve  dis¬ 
ability  benefits;  casuahy  statistics;  certification  of  eligibility  for 
award  of  Purple  Heart  Medal;  death  benefits  and  annuity  pay¬ 
ments;  official  reports  of  casualty;  certification  of  life  insurance 
coverage;  investigative  reports;  travel  of  dependents;  reports  and 
deatif  certificates  substantiating  casualty  status;  intelligence  reports 
concerning  missing  and  captured  members;  prior  and  present 
marital  status;  dissolution  of  prior  marriages;  birth,  marriage  and 
death  certificates;  adopting  of  children;  financial  responsibility; 
child  support;  claims  of  non-support;  personal  health  and  welfare 
reports;  alien  marriages;  conduct  and  personal  history  as  it  pertains 
to  marriage  and  its  responsibilities;  medical  information;  garnish¬ 
ment  of  pay;  powers  of  attorney;  personal  financial  records;  police 
and  fire  reports;  records  of  emergency  data;  medical  care;  use  of 
exchanges,  commissaries  and  theatres;  recovery  of  invalid  depen¬ 
dent  identification  and  privilege  cards;  correction  of  naval  records; 
defense  related  employment;  veterans  rights,  benefits  and 
privileges;  awards,  recommendations  and/or  issuances;  Survivor 
Benefit  Plan;  preseparation  counseling;  civil  readjustment;  Retired 
Serviceman’s  Family  Protection  Plan;  residence;  basic  allowance 
for  quarters;  leave  and  Uberty;  financial  assistance;  extensions  of 
emergency  leave;  in  service  FHA  mortgage  insurance  loans;  reim¬ 
bursement  for  damage  to  or  loss  of  personal  property;  transporta¬ 
tion  of  household  goods;  claims  against  the  government;  lost, 
damaged  or  abandoned  property;  .medical  bills;  determinations  of 
dependency  status;  claims  against  commercial  carriers,  insurers, 
and  contractors;  dependent  identification  and  privilege  cards;  offi¬ 
cial  correspondence  (includes  correspondence  with  Marine  Corps 
commands  and  organizations,  other  Armed  Services,  the  White 
House,  members  of  Congress,  Department  of  Defense,  and  other 
agencies  of  federal,  state  and  local  government);  other  correspon¬ 
dence  (including  correspondence  from  Marines,  their  families,  at¬ 
torneys,  doctors,  lawyers,  clergymen,  administrators/executors/g 
uardians  of  estates,  American  Red  Cross  and  other  welfare  agen¬ 
cies  and  the  general  public,  whether  addressed  directly  to  the 
Marine  Corps  or  via  third  parties);  internal  routing  and  processing 
of  personal  affairs  matters;  and  records  of  interviews  and 
telephonic  conversations. 

Authority  for  nuiintenancc  of  the  system:  Title  10,  U.  S.  Code 
1071-1087,  1441-1455,  1475-1488,  2771,  6148a,  b,  and  d;  Title  31,  U. 
S.  Code  240-243;  TiUe  37,  U.  S.  Code  401  and  551,  et.  seq.;  Title 
38.  U.  S.  Code  765-770,  2021-2026;  Tide  42,  U.  S.  Code  659;  Title 
50.  U.  S.  Code  1436  and  E  O  11016;  TiUe  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  facilitate  administra¬ 
tion  of  programs  concerning  the  personal  welfare  of  Marines  and 
their  dependents  and/or  survivors  to  include  decedent  affairs; 
casualty  reporting  and  notification  of  next  of  kin;  transportation  of 
household  goods;  travel  of  dependents;  missing  and  captured  per¬ 
sonnel;  reserve  disability  benefits;  casu^ty  statistics;  death  benefits 
and  annuity  payments;  official  reports  of  casualty;  determination  of 
dependency  status  for  the  purpose  of  travel,  basic  allowance  for 
quarters  and  Uniformed  Services  identification  and  Privilege  Card 
entitlentent;  the  granting  of  privileges  for  medical  care,  use  of  com¬ 
missaries,  exchanges  and  theatres;  issuance  and  recovery  of 
identification  cards;  correction  of  naval  records;  garnishment  of 
pay;  defense  relat^  employment;  veterans  rights,  benefits  and 
privileges;  adjudication  of  claims  against  the  government;  support 
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of  dependents;  personal  affairs,  welfare  and  family  assistance; 
preseparation  counseling  and  civil  readjustment;  display  of  recogni¬ 
tion  for  individual  accomplishments. 

To  facilitate  preparation  and  maintain  a  record  of  responses  to 
inquiries  and  other  communications  from  staff  sections  within 
Headquarters,  U.  S.  Marine  Corps,  Marine  Corps  commands  and 
organizations,  other  Armed  Services,  the  White  House,  members  of 
Coamis,  Department  of  Defense,  other  agencies  of  federal,  state 
and  local  governments;  Marines,  their  families,  attorneys,  doctors, 
lawyers,  clergymen,  administrators/executors/  guardians  of  estates, 
American  Red  Cross,  and  other  welfare  agencies  and  the  general 
public. 

To  provide  a  record  of  decisions  and  actions  taken. 

By  officials  and  employees  of  the  Marine  Corps  and  Marine 
Corps  Reserve  in  the  performance  of  their  official  duties  in  the  ad¬ 
ministration  pf  programs  relating  to  the  personal  affairs  matters 
cited  above. 

By  officials  and  employees  of  the  Department  of  the  Navy,  De¬ 
partment  of  Defense,  and  other  geovemment  agencies  in  the  per¬ 
formance  of  their  official  duties  related  to  the  determination  of  en¬ 
titlement  to  compensations,  annuities,  government  insurance,  and 
other  rights,  benefits  and  privileges. 

By  government  agencies  or  private  organizations  under  govern¬ 
ment  contract  to  perform  analytical  and  historical  research  pertain¬ 
ing  to  casualties. 

By  intelligence  and  other  government  agencies  assisting  in  the  in¬ 
vestigation  of  circumstances  of  casualty  and  in  accounting  for  per¬ 
sonnel  who  are  deceased  (body  not  recovered),  missing,  captured, 
or  detained. 

By  Marines,  former  Marines,  their  next  of  kin  (in  cases  of  death 
only),  or  persons  or  organizations  designated  by  them  in  writing  for 
whatever  purpose  access  to  the  record  is  desired. 

Information  obtained,  developed,  or  processed  in  performing 
functions  related  to  this  record  system  may  be  entered  into  the 
Marine  Corps  Manpower  Management  System  and  the  Marine 
Corps  Militate  Personnel  Records  System. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stor^:  Paper  records  in  file  folders,  vertical  strip  files, 
microfiche  and  card  files  stored  in  filing  cabinets,  shelves,  tables 
and  desks. 

Retrievability:  Files  are  accessed  and  retrieved  by  subject  matter 
and  by  individual.  Identification  of  individual  is  by  name  or  social 
security  number. 

Safeguards:  Building  is  located  in  controlled  access  area  with 
security  guards  on  24  hour  duty.  Access  to  information  contained  in 
the  files  is  limited  to  officials  and  employees  of  Headquarters,  U. 
S.  Marine  Corps  acting  in  their  officii  capacity  upon  demonstra¬ 
tion  fit  a  need-to-know  basis.  Records  held  by  field  activities  are 
maintained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  Locked  and/or  guarded  of¬ 
fices. 

Retention  and  disposal:  Files  are  retained  for  differing  lengths  of 
time,  depending  upon  the  purpose  of  the  information  contained 
therein.  Death  benefit  data  are  retained  for  five  years  and  then 
destroyed;  records  of  emergency  data  are  retained  until  the 
Marine’s  death  or  separation  from  active  duty  or  the  active 
reserves;  Department  of  Defense  Reports  of  Casualty  are  retained 
for  such  period  as  deemed  necessary,  and  then  transferred  to  the 
Historical  Division,  Headquarters,  U.  S.  Marine  Corps;  casualty 
statistics  and  rosters,  and  statistical  reports  are  retained  for  such 
period  as  deemed  necessary  and  then  transferred  to  Historical  Divi¬ 
sion,  Headquarters,  U.  S.  Marine  Corps  or  destroyed  as  deemed 
appropriate;  missing  and  captured  personnel  data  and  unusual 
miscellaneous  casualty  topica  data  are  retained  for  such  period  as 
deemed  necessary  and  then  destroyed;  files  concerning  dep>endency 
determination  are  retained  for  one  year  and  then  destroyed;  files 
concerning  veterans  rights,  benefits  and  privileges  are  retained  in¬ 
definitely  or  until  the  member  and  all  eligible  survivors  are 
deceased;  files  concerning  correction  of  naval  records  are 
destroyed  upon  completion  of  action;  files  regarding  adjudication  of 
claims  against  the  government  are  retained  for  six  months  and  then 
destroyed;  files  containing  information  which  could  be  considered 
to  be  of  a  derogatory  nature  are  disposed  of  as  directed  by  com¬ 
petent  authority;  all  other  files  are  retained  for  three  years  and  then 
destroyed. 

System  managerfs)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U.  S.  Marine  Corps,  Washington,  D  C.  20380. 


Notification  procedure:  Correspondence  pertaining  to  files  main¬ 
tained  should  lx  addressed  to: 

Commandant  of  the  Marine  Corps  (Code  MS) 

Headquarters,  U.  S.  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202-694-3143 
Correspondence  should  contain  the  full  name,  social  security 
number  and  signature  of  the  requester.  The  individual  may  visit  the 
above  location  for  review  of  files.  Proof  of  identification  may  con¬ 
sist  of  the  active,  reserve,  retired  or  dependent  identification  card, 
the  Armed  Forces  Report  of  Transfer  or  Discharge  (DD-214), 
discharge  certificate,  driver’s  license,  social  security  card,  or  by 
providing  such  other  data  sufficient  to  ensure  the  individual  is  the 
subject  of  the  inquiry. 

Record  access  procedures:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  MS) 

Henderson  Hall,  Building  No.  4,  Room  I09A 
Arlington,  Virginia  22214 
Telephone:  Area  Code  202-694-3143 
Contesting  record  procedures:  The  agency’s  rtiles  for  access  to 
files  and  for  contesting  and  appealing  initi^  determination  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Marine  Corps  Manpower  Management 
System 

Joint  Unifonn  Military  Pay  System 

Marine  Corps  Military  Personnel  Records  System 

Marine  Corps  Deserter  Inquiry  File 

Staff  agencies  and  subdivisions  of  Headquarters,  U.  S.  Marine 
Corps 

Marine  Corps  commands  and  organizations 

Other  agencies  of  federal,  state,  and  local  governments 

Educational  institutions 

Medical  reports  and  psychiatric  evaluations 

Financial  institutions  and  other  commercial  enterprises 

Civil  courts  and  law  enforcement  agencies 

Correspondence '  and  telephone  calls  from  private  citizens  in¬ 
itiated  directly  to  the  Marine  Corps  or  via  the  U.  S.  Congress  and 
other  agencies. 

Investigative  reports 

American  Red  Cross  and  similar  welfare  agencies 
Veterans'  Administration 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMNOOOll 

System  name:  Source  Data  Automated  Fitness  Report  System 
(SDAFRS) 

System  location:  Personnel  Management  Division,  Manpower  De¬ 
partment,  Headquarters,  U  S  Marine  Corps,  Washin^on,  D  C 
20380 

Categories  of  individuals  covered  by  the  system:  Former,  present 
and  future  U  S  Marine  Corps  active  duty  and  organized  Reserve 
Commissioned  and  Non-Commissioned  Officers  in  the  rank  of  Ser¬ 
geant  and  above. 

Categories  of  records  in  the  system:  System  contains  automated 
records  created  through  optical  scan  of  Marine  Corps  Fitness  Re¬ 
ports,  which  are  evaluations  of  duties  performed  and  the  manner  of 
such  performance.  Fitness  reports  represent  a  comprehensive  por¬ 
trayal  of  the  professional  qualifications,  personal  traits  and  charac¬ 
teristics  and  individual  potential.  Fitness  reports  include  narrative 
comments,  numerical  grading  and  comparison  with  those  peers 
rated  by  the  conunandi^  officer  or  other  reporting  senior  of  the  in¬ 
dividual  addressed.  Fitness  reports  contain  personal  identification 
such  as  name,  rank,  social  security  number,  location  and  number  of 
dependents,  etc.  in  addition  to  individual  evaluation  data. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  -  By  officials  and  employees  of  the  Maripe  Corps  in 
the  performance  of  their  official  duties  related  to  the  management 
of  Marine  Corps  personnel  through  screening  and  selection  of  in¬ 
dividuals  for  promotion,  duty  assignment,  career  counseling  and  the 
administration  of  the  personnel  management  system. 

Marine  Corps  Commands  -To  allow  commanders  to  identify  skills 
and  experience  of  Marines  due  to  report  for  duty  with  the  com¬ 
mands  during  the  forthcoming  fiscal  year. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
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duties  in  connection  with  military  personnel  management,  appeals 
and  litigations  related  thereto. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  lit^tion, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  Joint  committee 
on  matters  within  their  jurisdiction  requiring  disclosure  of  the  files 
of  the  fitness  report  system. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps  Manpower  Management  System. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  original  of  fitness  report  is  exposed  to  SDAFRS 
scanning  and  then  transferred  to  the  personnel  file  jacket  of  the  in¬ 
dividual  concerned  and  stored  within  the  Marine  Corps  Military 
Personnel  Records  Sysem. 

Automated  records  are  stored  on  magnetic  tape 
Retrievability:  Paper  original  of  fitness  report  is  accessed  by  a 
combination  of  last  name  and  social  security  number. 

Automated  records  (magnetic  tapes)  are  accessed  by  social 
security  number. 

Safeguards:  Building  housing  computer  employs  24  hour  security 
guards.  Access  to  terminal  is  limited  to  authorized  personnel  on  a 
need-  to-know  basis.  Distribution  of  printouts  of  information  from 
the  system  is  restricted  to  authorized  persons  in  the  performance  of 
their  assigned  duties  and  destroyed  after  use. 

Retentioo  and  disposal:  Records,  both  paper  and  tape,  are  per¬ 
manent.  Paper  reconds  are  stored  in  the  Marine  Corps  Military  Per- 
soimel  Records  System.  Tape  records  are  removed  from  the  active 
file  to  a  historical  file  for  retention  according  to  appropriate  mag¬ 
netic  record  retention  policies. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  MM) 
Headquarters.  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3122 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commandant  of  the  Marine  Corps  (Code  MM). 
Headquarters,  U  S  Marine  Corps,  Washington,  D.  C.  20380 
Written  requests  for  information  should  contain  the  individual’s 
name,  social  security  number,  signature  and  the  dates  covered  by 
the  report(s)  in  question. 

Personal  visits  may  be  made  to  Manpower  Department, 
Headquarters,  U  S  Marine  Corps,  Federal  Office  Building  2, 
Wash^ton,  D  C  20380.  For  personal  visits  the  individual  should  be 
able  to  provide  personal  identification  to  include  valid  military 
identification  or  two  valid  civilian  items  of  identification  such  as 
driver's  license,  social  security  card,  medicare  card,  etc. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  Commandant  of  the  Marine  Corps  (Code  M), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Record  soorce  categories:  Each  officer  and  noncommissioned  of¬ 
ficer  in  the  rank  of  sergeant  and  above  provides  the  personal  infor¬ 
mation  on  the  fitness  report  form.  The  form  is  then  submitted  to 
the  commatxling  officer  or  immediate  superior  (reporting  senior)  for 
completion  of  the  evaluation  portion  of  the  form  and  fowarding  to 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Systems  exempted  from  certain  proviskms  of  the  act:  None 
MMN00013 

System  name;  Persoiuiel  Management  Working  Files 
System  locatkm:  All  Marine  Corps  activities. 

CatMO^  of  indlvMuals  covered  by  the  system:  Members  of  the 
U  S  MariiM  Corps  and  Marine  Corps  Reserve;  former  members  of 


U)e  Marine  Corps  and  Marine  Corps  Reserve;  retired  and  tem¬ 
porarily  retired  members  of  the  Marine  Corps  and  Marine  Corps 
Reserve;  members  of  the  Fleet  Marine  Corps  Reserve;  and  appli¬ 
cants  for  entry  into  the  Marine  Corps  or  I^arine  Corps  Reserve. 

Military  personnel,  federal  employees,  and  dependents  who  apply 
through  the  Marine  Corps  for  no-fee  passports  for  official  travel  to 
countries'requiring  a  passport. 

Dependents  of  Marines  and  other  family  members  with  respect  to 
matters  pertaining  to  the  individual  Marine,  former  Marine  or  appli¬ 
cant. 

Members  of  other  services  assigned  to  or  serving  with  the  Marine 
Corps. 

Categories  of  records  in  the  system:  File  contains  informaton  per¬ 
taining  to  identification,  recruitment,  enlistment,  commissioning, 
prior  service,  reenlistment  or  extension  of  enlistment,  lateral  occu¬ 
pational  movement,  civilian  em^doyment,  letters  of  reference,  edu¬ 
cation.  training,  career  counselling,  religious  preference  as  provided 
by  the  individual,  qualifications,  intelhgence  and  aptitude  testing, 
classification,  assignment,  location  addresses,  promotions,  reduc¬ 
tions  in  rank,  proficiency,  conduct,  performance  of  duty, 
discipline,  offenses  and  punishments  under  the  Uniform  Code  of 
Military  Conduct,  courts-martial,  personal  history,  investigations, 
security  clearances,  police  and  court  records,  civil  arrests  and  con¬ 
victions,  birth  and  marriage  certificates,  divorce  and  other  decrees, 
financial  responsibility  and  letters  of  indebtedness,  marital  status, 
dependents,  families’  citizenships,  passports  and  visas,  travel  and 
travel  orders,  leave  records,  transportation  of  dependents  and 
household  goods,  pay  records,  claims  against  the  government, 
decorations  and  awanJs,  conunendations,  medical  records  to  in¬ 
clude  psychiatric  evaluations,  disability  proceedings,  separation  and 
retirement,  official  correspondence  (includes  internal  Marine  Corps 
and  Dep^ment  of  the  Navy  correspondence,  as  well  as  correspon¬ 
dence  with  the  Executive,  Legislative,  and  Judicial  Branches  of 
federal,  state  and  loca)  government)  and  other  correspondence 
(includes  correspondence  from  Marines,  their  dependents  and  fami¬ 
lies,  attorneys,  doctors,  educators,  clergymen  ami  members  of  the 
general  pubUc  whether  addressed  directly  to  the  Marine  Corps  or 
via  third  parties,  (president,  congressmen,  etc.),  personnel  who 
apply  to  express  a  grievance  through  personal  interviews  with  the 
Commanding  General  via  the  chains  of  command  as  authorized  by 
Article  1107.1,  U  S  Navy  Regulations  (Request  Mast),  persontd 
counselling.) 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  ca^go- 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  -  To  facilitate  personnel  management  actions  and 
decisions  related  to  recruitment,  enlistment,  commissioning,  testing, 
training,  classification,  assignment,  transfer  (including  humanitari¬ 
an),  travel  order  issuance,  passport  application,  promotion,  reenlist¬ 
ment,  retention  on  active  duty,  augmentation  from  reserve  irregu¬ 
lar  status,  recovery  of  absentees  and  deserters,  investigations,  cor¬ 
rection  of  records,  dependency  status,  disability  proceedings, 
separation  (including  haitlship  discharge),  transfer  to  the  Fleet 
Marine  Corps  Reserve  and  retirement. 

Marine  Corps  commands,  organizations,  districts,  and  units  -  By 
officials  and  employees  of  the  Marine  Corps  in  the  execution  of 
their  official  duties  related  to  personnel  management  actions  and 
decisions  in  support  of  pursuit  of  actions  cited  above.  Such  actions 
can  include  administration  of  requests,  appeals,  grievances, 
discipline  and  litigations;  administration  of  benefits  and  entitle¬ 
ments;  management  and  administration  of  retirement  and  veteran’s 
affairs  programs;  responses  to  inquiries  and  correspondence;  and 
the  counseling  of  individual  Marines  regarding  such  matters  as  their 
performance  records,  career  opportunites  and  personal  concerns. 

E)epartment  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties  in  connection  with  military  personnel  management,  appeals 
and  litigations  related  thereto. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litij^tion, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  •  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  orders  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  •  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcoounittee  of  joint  committee  on 
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matters  within  their  jurisdiction  requiring  disclosure  of  the  files  of 
the  system. 

The  Comptroller  General  of  the  U  S  •  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps  Manpower  Management  System. 

To  provide  information  to  another  agency  or  to  an  instrumentali¬ 
ty  of  any  governmental  jurisdiction  within  or  under  the  control  of 
tte  United  States  which  has  been  authorized  by  law  to  conduct  law 
enforcement  activities  pursuant  to  a  request  that  the  agency  or  in¬ 
strumentality  initiate  criminal  or  civil  action  against  an  individual 
on  behalf  of  the  U  S  Marine  Corps,  the  E>epartment  of  the  Navy, 
or  the  Department  of  Defense. 

To  provide  information  to  individuals  pursuant  to  a  request  for 
assistance  in  a  criminal  or  civil  action  against  a  member  of  the  U  S 
Marine  Corps,  by  the  U  S  Marine  Corps,  the  Department  of  the 
Navy,  or  the  Dei^ment  of  Defense. 

Polidcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stores:  Paper  files  as  represented  by  card  files,  strip  files, 
microfiche  computer  printouts  from  the  Manpower  Management 
System  or  the  Joint  Uniform  Military  Pay  System  and  file  folders. 
Files  are  stored  in  filing  cabinets,  on  shelves  and  on  tables  in  con¬ 
trolled  access  areas. 

Rctrievabillty:  Files  are  accessed  and  retrieved  by  subject  and  by 
the  name  and  social  security  number. 

Safegnards:  In  compliance  with  the  specified  requirements  for 
security  of  FOUO  material. 

Retention  and  disposal:  Files  are  retained  for  differing  lengths  of 
time,  depending  upon  the  purpose  of  the  information  contained 
therein.  Promotion  data  is  retained  three  years,  then  transferred  to 
Historical  Division,  Headquarters,  U  S  Marine  Corps.  Passport 
data  is  retained  six  years,  then  destroyed.  Enlisted  assignment  data 
is  retained  two  years,  then  destroyed.  Certain  officer  assignment 
data  is  destroyed  when  the  officer  is  released  from  active  duty. 
Disability  retirement  data  is  retained  two  years  from  the  date  of 
removal  of  the  individual  from  the  Temporarily  Disability  Retire¬ 
ment  List,  then  destroyed.  Retirement  correspondence  is  retained 
for  one  year  following  individual's  retirement.  Retirement  fUes  are 
retained  until  the  individual's  death.  Personal  counselling  records 
are  maintained  one  year,  career  counselling  records  are  maintained 
within  the  individual's  official  records.  All  other  files  are  retained 
three  years,  then  destroyed. 

System  managerfs)  and  address:  Local  commanding  officer. 

Notification  procedure:  Information  may  be  obtained  from  the 
Commandant  of  the  Marine  Corps  (Code  MM),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380,  the  current  command,  the 
last  duty  station,  or  applicable  activity. 

Additioiud  information  concerning  personnel  assigned  to  Occupa- 
tioiul  Field  SS  (Band)  may  be  obtained  from  the  Commandant  of 
the- Marine  Corps  (Code  MPC),  Headquarters,  U.  S.  Marine  Corps, 
Washington,  D.  C.  20380  Telephone:  Area  Code  202/694-4154. 

Record  access  procedures:  Requests  from  individual's  may  be  ad¬ 
dressed  to  the  Commandant  of  the  Marine  Corps  (Code  MM), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  ,  the  current 
command  or  Last  duty  station. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  his  social  security  number  or  former  military  ser¬ 
vice  number.  The  following  information  wiU  also  be  helpful  in 
locating  some  records:  military  rank  and  occupational  specialty, 
dates  places  of  service,  and  any  special  correspondence  previ¬ 
ously  received  or  sent. 

For  personal  visits,  the  individual  may  visit  the  Personnel 
Management  Division,  Headquarters,  U  S  Marine  Corps,  Federal 
Office  Building  2,  Washington,  D  C  20380  or  Marine  Corps  com¬ 
mands  and  districts. 

For  personal  visits,  the  individual  should  be  able  to  provide  per¬ 
sonal  identification  to  include  valid  military  or  dependent  identifica- 
tioo  card  or  two  valid  civilian  items  of  identification  such  as 
driver’s  license,  social  security  card,  medicare  card,  etc. 

Coutciting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  Commandant  of  the  the  Marine  Corps  (Code  M), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Record  source  categories:  Information  in  the  system  is  obtained 
from  the  Marine  Corps  Manpower  Management  System;  the  Joint 
Uniform  Military  Pay  System;  Marine  Corps  Military  Personnel 


Records  to  include  the  Service  Record  Book  and  Officer  (Qualifica¬ 
tion  Record;  Military  Medical  Records;  Marine  Corps  Deserter 
Inquiry  File;  staff  elements  and  subdivisions  of  Headquarters,  U  S 
Marine  Corps;  Marine  Corps  field  commands,  organizations,  and 
activities;  other  components  of  the  Department  of  Defense;  agen¬ 
cies  of  federal,  state,  and  local  government,  to  include:  civil  courts 
and  law  enforcement,  previous  employers;  financial  institutions  and 
commercial  enterprises;  educational  institutions;  private  citizens 
provided  as  character  references  by  the  individual;  investigations 
related  to  disciplina^  proceedings;  and  correspondence  of  private 
citizens  addressed  directly  to  the  Marine  Corps  or  via  third  parties 
such  as  members  of  Congress  and  other  govenunental  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
MMN00014 

System  name:  Work  measurement  labor  distribution  cards 

System  location:  Marine  Corps  Activities 

CategoriM  of  individuals  covered  by  the  system:  Marine  Corps  em¬ 
ployees,  civilian,  military  and  occasional  summer  hires  funded  by 
state  and  local  programs. 

Categories  of  records  in  the  system:  Labor  distribution  cards 
which  have  been  prepared  by  either  the  concerned  individual  or  his 
supervisor  to  record  the  number  of  hours  worked  by  function. 

Authority  for  maintenance  of  the  system:  Title  10,  U  S  Code  124; 
133 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  an  input  data 
base  for  daily  labor  of  all  individuals  assign^  to  work  organiza¬ 
tions  designated  as  part  of  the  work  measurement  system  or  to  pro¬ 
vide  a  data  base  for  systems  implementation  testing. 

Work  section  supervisors  -  Compiled  reports  by  individual  are 
prepared  for  the  work  section  supervisor  who  verifies  that  each  of 
the  assigned  employees  either  reported  the  required  number  of 
hours  or  enters  appropriate  corrections. 

Work  Measurement  System  -  integrates  the  data,  without  record¬ 
ing  the  identity  of  individuals  to  prepare  productivity  reports, 
statistical  cost  and  budget  workload  information  which  is  used 
primarily  for  local  reports  and  to  provide  data  for  Headquarters,  U 
S  Marine  Corps  programs. 

Policies  and  practices  for  storing,  retrieviiig,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Labor  distribution  cards  are  key-punched  to  capture  the 
source  data.  The  input  cards  are  then  filed  in  non-sequential  order 
pending  completion  of  the  report  cycle. 

Punched  cards  will  be  input  to  a  computer  program  to  prepare 
the  work  center  list  by  individual. 

Retrievability:  The  information  identified  by  individual  is  availa¬ 
ble  only  from  the  list  maintained  by  the  work  center  supervisor 
within  %  days  of  the  work  week  in  question. 

Safeguards:  The  alphabetical  listings  are  maintained  by  each  work 
center  supervisor. 

Retention  and  disposal:  Lists  are  destroyed  90  days  after  the  sub¬ 
ject  work  week. 

System  manager(s)  and  address:  Commanding  Officer  of  Activity. 

Notification  procedure:  Information  may  be  obtained  from 
SYSMANAGER 

Record  access  procedures:  Written  request  from  individuals 
should  be  addressed  to  SYSMANAGER 

Request  should  contain  name  of  employee,  work  center  number 
and  work  week  for  which  data  is  requested. 

Personal  visits  and  telephone  calls  should  be  made  directly  to  the 
employee's  work  center  supervisor. 

Contesting  record  procedures:  The  information  on  the  list  is  only 
that  which  was  submitted  by  the  employee  and  should  be  corrected 
during  the  work  month.  After  that  time  the  manhours  are  entered 
on  local  and  Headquarters  reports  and  no  corrective  action  is  possi¬ 
ble. 

Record  source  categories:  No  particular  format  required  for 
requests. 

Systems  exempted  from  certain  provisions  of  the  act:  None 

MMN(Nmi6  / 

System  name:  Accident  and  Injury  Reporting  System 

System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  the  Department  of  the  Navy  Ac¬ 
tivities. 
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Categories  of  individuals  covered  by  the  system:  Military  or 
civilian  employees  who  are  involved  in  accidents  which  result  in 
lost  time,  government  or  private  property  damage  or  destruction 
and  personnel  injury  or  death. 

Categories  of  records  in  the  system:  Name,  rank,  social  security 
number,  type  of  accident,  degree  of  injury,  days  lost,  date  of  inju- 
,  date  returned  to  work,  date  and  time  of  death  (if  a  fatality),  and 
other  factors  concerning  such  accidents  and  injuries. 

Reports  include  consolidated  accident  injury  report,  accident  in¬ 
jury  report,  and  report  of  motor  vehicle  accident. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses:  Providing  reporting  in¬ 
formation  to  higher  headquarters  in  the  computation  of  accident  in¬ 
jury  rates,  consolidated  accident  report  by  separate  category,  motor 
vehicle  accident-injury  rates. 

For  utilization  in  the  establishment  of  safety  program,  identifica¬ 
tion  of  unsafe  working  conditions  and  such  other  areas  which  prove 
a  danger  to  personnel  and/or  property. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folder,  card  files,  punched  cards,  magnetic  tape, 
and  display  boards 
Retrievability:  Name,  SSN 

Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Five  years  -  disposal  per  SECNAV 
Records  Disposal  Manual. 

System  man^r(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  military  police 
traffic  accident  investigation  reports,  accident  injury  reports,  other 
records  of  the  activity,  witness,  and  other  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN000I7 

System  name:  Armory  Access  and  Individual  Weapons  Assignments 
System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  Department  of  the  Navy  Activi¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  All  personnel  as¬ 
signed  government  weapons. 

All  personnel  authorized  access  to  individual  armories. 

Categories  of  records  in  the  system:  Records  depict  name  of  in- 
dividu^,  type  of  weapon  assigned,  serial  number  of  that  weapon, 
accessories  in  the  individual's  possession,  condition  of  the  weapon 
and  accessories,  and  individual's  signature  acknowledging  receipt. 

Name,  rank,  social  security  number  of  personnel  authorized  ac¬ 
cess  to  individual  armories. 

Authority  for  nudntenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Weapons  accountability, 
management  and  control  of  all  U  S  Government 
weapons/accessories  issued  to  personnel. 

Control  of  personnel  authorized  access  to  armory  spaces  in  the 
official  execution  of  their  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  cards,  punched  cards,  magnetic  tapes. 
Retrievability:  Records  retained  by  name  or  weapons  serial  num¬ 
bers. 

Safeguards:  Access  rosters  and  personnel  weapons  assignments 
are  provided  on  a  need-to-know  basis  only.  Locked  and/or  guarded 
office. 

Retention  and  disposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 


System  man^rfs)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rtiles  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity. 

Systems  exempted  from  certain  provisiona  of  the  act:  None 
MMN00018 

System  name:  Base  Security  Incident  Reporting  System 

System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  IXrectory  of  the  Department  of  the  Navy  Ac¬ 
tivities. 

Categories  of  individuals  covered  by  the  system:  Individual  in¬ 
volved  in  or  witnessing  or  reporting  incidents  requiring  the  atten¬ 
tion  of  base  security  or  law  enforcement  personnel. 

Categories  of  records  in  the  system:  Incident/complaint  report; 
witness  statements;  stolen  property  reports;  milit^  police  in¬ 
vestigator’s  report',  military  police  motor  vehicle  accident  and  inju¬ 
ry  report;  military  police  alert  cards;  military  police  property  cus¬ 
tody  forms,  tags,  and  disposition  of  evidence  letters;  military  police 
field  interview  cards;  military  police  desk  blotter;  use  of  force  re¬ 
ports;  traffic  violation  records;  driving  record  reports;  traffic  court 
files;  citations  to  appear  before  U  S  Magistrate;  criminal  investiga¬ 
tion  reports;  civil  court  case  records;  minor  offense  report;  uniform 
violation  report;  narcotics  reports;  polygraphy  examinations;  letters 
of  waming/eviction  from  base  housing;  letters  of  waming/barring 
from  federal  reservation;  Armed  Forces  police  reports;  suspect 
photographic  files;  child  abuse  files;  juvenile  case  files;  valuable 
property  receipt;  vehicle  impound  files  and  vehicle  towing  reports; 
suspension  of  driving  privileges  and  revocation  letters;  assignment 
to  absentee/deserter  escort  duty;  infomumt  list;  Master  Crime 
index  card;  evidence  record  tile;  militt^  police  log/joumal; 
breathalyzer  report;  criminal  investigation  file;  and  any  other  such 
report  received  by  military  police  personnel  in  the  official  execu¬ 
tion  of  their  duties. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  law  enforcement 
purposes  by  duly  authorized  personnel  of  the  U  S  Marine  Corps, 
Eiepartment  of  Defense  and  its  related  components,  representatives 
of  the  U  S  Congress  or  any  committee  or  sub-committee  thereof  on 
matters  within  their  jurisdiction  requiring  disclosure  of  such  files, 
or  officials  of  federal  investigative  agencies  in  the  performance  of 
their  official  duties. 

Provide  evidence  in  uniform  court  of  military  justice  and  Title 
18,  U  S  Code  1382  proceedings  and  such  related  criminal  investiga¬ 
tions  as  are  required. 

Provide  to  local,  state,  and  federal  investigative  agencies  or  court 
officials  such  information  that  properly  falls  within  their  purview 
requiring  further  investigation  or  court  action. 

Used  by  command  legal  personnel  in  the  prosecution  of  military 
offenses  and  other  administrative  actions. 

Support  insurance  claims  and  civil  litigation. 

Provide  basis  for  revocation  of  base  driving  privileges. 

Polkics  md  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  metal  filing 
cabinets,  magnetic  tapes. 

Retrievability:  Name.  Social  security  number,  case  number,  or¬ 
ganization 

Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  diroosal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 

System  managerfs)  and  address:  Conunanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mafl- 
ing  Addresses.  * 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 
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Coaloting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  Title  5,  U  S  Code  SS2  a  (J)  or  (K)  as 
applicable,  for  additional  information,  contact  the  SYSMANGER. 

MMN00019 

System  name:  Drug/ Alcohol  Abuse  Reporting  Program 
System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  the  Department  of  the  Navy  Ac¬ 
tivities. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  who  have  been  tested  for,  identified,  evaluated,  appre¬ 
hended,  or  rehabilitated  for  drug  or  alcohol  abuse. 

All  military  personnel  who  have  been  granted  drug  abuse  exemp¬ 
tion. 

All  military  personnel  who  are  seeking  assistance  in  drug  or  al¬ 
cohol  abuse  programs. 

Categories  of  records  in  the  system:  Drug  abuse  identifica- 
tran/rchabilitation  statistical  reports,  alcohol  abuse  identifica¬ 
tion/rehabilitation  statistical  reports,  grant  of  drug  exemption  re¬ 
port,  request  for  disposition  on  drug  dependent  personnel,  grant  of 
exemption/  rehabilitation  case  file  to  include  medical  evaluations, 
counselor  evaluations,  monthly  progress  reports,  alcoholism  educa¬ 
tion  roster,  and  such  correspondence^  or  messages  sent  or  sent  by 
SYSMANAGER  pertaining  to  the  individual  concerned.  Urinanaly- 
sis  specimen  control  register  and  military  police  drug/alcohol  re¬ 
lated  offense  reports. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  COde  301 
Ronttne  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  information 
to  Headquarters,  U  S  Marine  Corps,  organization  and  command  of¬ 
ficers,  who  in  the  official  execution  of  their  duties  require  such  in¬ 
formation  in  order  to  manage  the  drug/alcohol  abuse  control  pro¬ 
grams  to  include  identification,  counseling,  and  rehabilitation  of 
abusers,  the  granting  of  exemption,  control  of  urine  specimen  and 
the  reporting  of  statistical  information.  To  provide  counselor 
reference  information  for  the  establishment  of  case  history,  therapy 
plans,  recommendations  and  referrals. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tapes. 
RetrievabilUy:  Name,  social  security  number,  case  number. 
Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 

Syatm  nuuugcr(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  c^tained  from  the  SYSMANAGER  . 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  medical  personnel,  military  police  or  other  correspon¬ 
dences. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00020 

System  name:  Pet  Registration 

System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  Department  of  the  Navy  Activi¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  Owners  of  pets 
residing  on  Naval  reservations. 

Owners  of  pets  in  quarantine  as  the  result  of  biting  complaints 
Owners  of  pets  whose  pet  is  subject  of  nuisance  complaints 
Categories  of  records  in  the  system:  Owners  name,  social  security 
number,  address  and  description  of  pet,  tag  number,  vaccination 
and  registration  information. 


Record  of  complaints  for  vicious  animals  or  bites. 

Record  of  complaints  for  nuisance  pets 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301; 
Departmental  Regulations,  Federal,  State,  and  Local  Regulations, 
as  applicable. 

Routine  uses  of  records  maintained  in  the  system,  includii^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  for  regist^- 
tion  of  pets  to  ensure  appropriate  innoculations  in  compliance  with 
federal,  state,  and  local  laws. 

Assist  in  the  identification  of  rightful  owners. 

Identity  dangerous  pets  and  provide  for  quarantine  of  those 
animals  suspected  of  biting. 

Identify  those  pets  which  pose  a  nuisance  to  others  and/or  a 
health  or  safety  hazard. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tapes. 
Retrievahility:  Name,  social  security  number,  case  number 
Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 

System  nianager(s)  and  address:  Conunanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER 
Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Veterinary  records  and  statements  pro¬ 
vided  by  pet  owners,  bit  victims,  niilitary  police,  animal  shelter, 
hospital  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00021 

System  name:  Weapons  Registration 
System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  Department  of  the  Navy  Activi¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  All  individuals, 
military  or  civilian,  registered  firearms  or  other  weapons  with 
Provost  Marshal. 

All  individuals  who  purchase  a  firearm  or  weapon  at  authorized 
exchange  activities. 

Any  individual  who  resides  in  government  quarters  who  pos¬ 
sesses  privately  owned  firearms. 

Categories  of  records  in  the  system:  Weapon  registration  cards, 
weapon  permit  cards,  notification  to  commanding  officers  of  failure 
to  register  a  firearm  purchased  at  authorized  exchanges,  exchange 
notification  or  firearm  purchase.  Such  records  showing  name,  rank, 
social  security  number,  organization,  physical  location  of  subject 
weapon,  weapon  description  and  such  other  identifiable  items 
required  to  comply  with  all  federal  state,  and  local  weapons  regis¬ 
tration  ordinances. 

Authority  for  mainterumcc  of  the  system:  Title  S,  U  S  Code  301; 
Departmental  regulations;  federal,  state  and  local  regulations  as  ap¬ 
plicable. 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assure  proper  control 
of  all  firearms/weapons  introduced  onboard  Naval  reservations  and 
to  monitor  the  purchase  and  disposition  of  firearms/weapons  on¬ 
board  Naval  reservations/Marine  Corps  installations. 

To  provide  local,  state,  and  federal  law  enforcement  officials  in¬ 
formation  as  required  in  ^eir  execution  of  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tapes. 
Retrievahility:  Name,  social  security  number,  organization, 
caliber  and  gage  of  weapon 

Safeguards:  Access  provided  on  a  ne^-to-know  basis  only. 
Locked  and/or  guarded  offices. 

Retention  and  dimosal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 


FEDERAL  REGISTER,  VOL.  42,  NO.  188 — WEDNESDAY,  SEPTEMBER  28,  1977 


51220 


PRIVACY  ACT  ISSUANCES 


Systm  nianaser(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Nottficatioa  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
recoids  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  other  records  of 
activity,  investigators,  witnesses  and  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00022 

System  name:  Vehicle  Control  System 
System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  Department  of  the  Navy  Activi¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  All  individuals 
that  have  motor  vehicles,  boats,  or  trailers  registered  at  a  particular 
Naval  installation  on  either  a  permanent  or  temporary  basis. 

All  individuals  who  apply  for  a  Government  Motor  Vehicle 
Operator’s  license. 

All  individuals  who  possess  a  Government  Motor  Vehicle  Opera¬ 
tor’s  license  with  authority  to  operate  government  motor  vehicles. 

Categories  of  records  in  the  system:  Record  files  of  each  in¬ 
dividual  who  have  vehicles  registered  on  a  particular  Naval  installa¬ 
tion  which  include  decal  data,  insurance  information,  state  of  regis¬ 
tration  listing,  auto  license  plate  information,  plus  such  other  per¬ 
sonal  history  data  required  vehicle  registration  and  identification. 
Records  of  traffic  violations,  citations  and  suspensions 
For  government  motor  vehicle  operators:  Application  for  vehicle 
operator’s  I  D  card:  Operator  qualifications  and  record  of  licensing 
examination  and  performance,  record  of  failures  Government 
Motor  Vehicle  Operator’s  permit,  record  of  issue  of  SF-46,  Record 
of  Government  Motor  Vehicle  accidents,  standard  Form  91  ac¬ 
cident  report,  record  of  SF46  suspensions/  revocations,  record  of 
MOJT  student  driver’s  training. 

Identification  of  parking  control 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  Used  as  car  pool  locator, 
vehicle  registration,  parking  control  insurance,  verification  and 
identification  of  vehicles  to  law  enforcement  personnel  in  the  offi¬ 
cial  execution  of  their  duties. 

To  provide  records  on  individual  government  drivers  as  it  relates 
to  their  ability  in  operating  a  motor  vehicle  in  order  for  official  per¬ 
sonnel  to  manage  a  safe  and  responsive  motor  transport  organiza¬ 
tion.  Such  information  used  in  conducting  accident  prevention  pro¬ 
grams,  changing  occupations  and  revoking  or  suspending  govern¬ 
ment  motor  vehicle  permits,  disciplinary  proceedings. 

To  assist  federal,  state,  and  local  law  enforcement  agencies  in 
the  official  execution  of  their  duties  when  disclosure  of  such 
records  is  warranted. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tapes. 
Retrievability:  Name,  social  security  number,  case  number,  or¬ 
ganization,  decal  number,  state  license  plate  number,  vehicle 
description. 

Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  offices. 

Retention  and  disposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 

Systm  manager(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER 
Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 


Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00023 

System  name:  Prisoner  Records 

System  location:  Organizational  elements  of  the  U  S  Marine 
Coips  as  listed  in  the  Directory  of  Department  of  the  Navy  Activi¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  who  are  confined  in  a  detailed,  adjudged  or  sentenced  j 
status. 

Categories  of  records  in  the  system:  Information  contained  in  the 
Manpower  Management  System  data  base,  personal  history  to  in¬ 
clude  civilian  and  military  legal  status,  confinement  progress  re-  ^ 
ports  and  medical  related  information.  Such  other  records  as: 
Prisoner  Conduct  Record,  Prisoner  Confinement  and  Release 
Order,  Prisoner  Request  for  Restoration  or  Clemency,  Prisoner 
Waiver  of  Restoration  or  Clemency,  Court  Martial  Progress  Report, 
Prisoner  Identification  Badge,  Prisoner  Data  Card,  Work  and  Train¬ 
ing  Report,  Mail  and  Visiting  List,  Segregation  Data  Card,  Prisoner 
Refusal  to  Eat  Report,  Prisoner  Initial  Contact  Sheet,  Prisoner  Per¬ 
sonal  History,  Prisoner  Spot  Evaluation  Report,  Counselor  Con¬ 
tinuation  Sheet,  Disciplinary  Report,  Prisoner  Request  Form, 
Prisoner  Request  for  Funds  Form,  Prisoner  Request  for  Pastoral 
Counseling,  Prisoner  Visitii^  Officer  Form,  Telej^one  and/or  Visit 
Authorization  Form,  Receipt  for  Deposit  Form,  Prisoner  Credit 
Chit,  Prisoner  Iden^ication  Form,  Clothing/Heidth  and  Comfort 
Invento^  Form,  Work  Program  Request,  Library  Card,  Psychiatric 
Evaluation  and  Medical  Reports. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  an  all  inclu¬ 
sive  file  on  each  individual  prisoner  to  assist  facility  staff  personnel 
in  the  evaluation,  assignment  to  programs,  assignment  of  custodial 
classification,  providing  psychiatric  and  medical  treatment,  provide 
a  proper  mixture  of  in^vidual  and  group  counseling,  in  the  prepara¬ 
tion  of  the  prisoner  for  offense  free  military  service  or  to  prepare 
him  for  his  future  adjustment  to  civilian  life.  Routinely  used  by 
local  correctional  personnel  in  the  day-to-day  management  od 
prisoners  within  established  programs,  by  medi(^  personnel,  local 
commanders  and  hig^r  headquarters  in  the  management  and  imple¬ 
mentation  of  correctional  programs. 

Congress  of  the  U  S  -  By  the  Senate  or  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  perfonnance  (rf  their  official 
duties. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  the  duties  of  the  General  Accounting  Office 
relatmg  to  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tapes. 

Retrievability:  Name,  social  security  number,  case  number,  or¬ 
ganization. 

Safeguards:  Accq^s  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual.  _ 

System  maaager(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial'  determirtations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  cotKerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00024 

System  name:  Absentee  Processing  File 
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System  location:  Orunizational  elements  of  the  U.  S  Marine 
Corps  as  listed  in  the  Director  of  the  Department  of  the  Navy  Ac¬ 
tivities. 

Catctorics  of  individuals  covered  by  the  nstem:  Marine  Corps  ab¬ 
sentees  and  deserters;  Marines  in  hands  of  civil  authorities  foreign 
and  domestic;  Marines  who  fail  to  comply  with  orders  to  new  duty 
stations;  suspected  and  convicted  absentees  and  deserters  who 
have  returned  to  military  control  within  the  last  two  years. 

Categories  of  records  in  the  system:  Files  contain  manual  records. 
These  records  reflect  personal  identification  data,  absentee’s  cur¬ 
rent  status,  parent  command,  notations  of  arrests,  nature  and 
disposition  of  criminal  charges,  and  other  pertinent  information 
which  is  necessary  to  monitor,  control  and  identify  absentees. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  law  enforcement 
purposes. 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities,  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  connection  with  their  assigned  duties  to  record  and 
monitor  deserter/  absentee  cases  entered  into  the  National  Crime 
Information  Center’s  Wanted  Persons  File;  to  monitor  and  assign 
absentees  upon  their  return  to  military  control;  to  ensure  that  ab¬ 
sentees  are  formally  charged  in  accordance  with  the  Uniform  Code 
of  Military  Justice  prior  to  expiration  of  the  Statute  of  Limitations; 
to  monitor  Marine  absentees  and  deserters  believed  to  be  located  in 
foreign  countries;  to  monitor  Marines  who  have  failed  to  comply 
with  permanent  change  of  station  (PCS)  orders  or  orders  to  travel 
and  report  without  escort;  to  insure  correspondence  pertaining  to 
absentees  and  deserters  received  by  the  Marine  Corps  is  processed 
in  a  timely  manner;  to  insure  that  appropriate  action  is  taken  within 
the  Manpower  Management  System  to  join  or  drop  absentees  to 
desertion;  to  provide  periodic  management  reports  concerning  ab¬ 
sentees  and  deserters  as  directed  by  higher  authority. 

Comptroller  General  of  the  U  S  -  To  respond  to  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  Marine  Corps  Manpower  Management  Programs. 

The  Attorney  General  of  the  U  S  -  To  coordinate  with  the  Attor¬ 
ney  General  or  his  authorized  representatives  in  connection  with 
litigation,  law  enforcement  or  other  ntatters  under  the  direct  ju¬ 
risdiction  of  the  Department  of  Justice  as  carried  out  as  the  legal 
representative  of  the  Executive  Branch. 

The  Department  of  Defense  -  To  coordinate  with  the  other  com¬ 
ponents  of  the  Department  of  Defense  as  may  be  required  to  re¬ 
port,  identify,  apprehend  and  return  Marine  absentees  and  deser¬ 
ters  to  Marine  Corps  control. 

Civilian  Law  Enforcement  Agencies  -  To  coordinate  with  ap¬ 
propriate  federal,  state,  and  local  law  enforcement  agencies  as  may 
be  required  to  report,  identify,  apprehend  and  return  Marine  absen¬ 
tees  and  deserters  to  Marine  Corps  control. 

Courts  -  To  respond  to  court  orders  in  connection  with  matters 
before  a  court. 

Congress  of  the  United  States  -  To  respond  to  inquiries  of  the 
Senate  or  the  House  of  Representatives  of  the  United  States  or  any 
committee  or  subcommittee  thereof  or  any  joint  committee  or  joint 
subcommittee  of  the  Congress  on  matters  within  their  jurisdiction 
as  may  be  requested  of  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  file  folders,  card  files,  and 
punched  cards. 

Retrievability:  Records  may  be  accessed  by  name,  social  security 
number,  case  number,  or  organization. 

Safeguards:  Records  are  located  in  areas  acessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  As  established  by  the  SYSMANAGER 
per  SECNAV  Records  Disposal  Manual. 

System  nmnager(s)  and  address:  Commandant  of  the  Marine 
Corps  (Code  MP),  Headquarters,  U  S  Marine  Co^s,  Washington, 
D  C  20380  or  the  Commanding  Officer  of  the  activity  in  question. 
See  Directory  of  Department  of  the  Navy  Mailing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  Commandant  of  the  Marine  Corps  (Code  MP), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380  or  the 


Commanding  Officer  of  the  activity  in  question.  See  Directory  of 
Department  of  the  Navy  Mailing  Addresses. 

Written  requests  for  information  should  contain  the  fuU  name  of 
the  individual,  his  place  and  date  of  birth,  his  social  security 
number,  and  his  signature. 

For  personal  visits,  the  individual  should  be  able  to  provide  mili- 
t^  identification  ca^,  driver’s  license  or  other  type  of  identifica¬ 
tion  bearing  picture  or  signature  or  by  providing  verM  data  suffi¬ 
cient  to  insure  that  the  individual  is  the  subject  of  the  inquiry. 

Contcstii^  record  procedures:  The  rules  for  contesting  contents 
and  appealing  initial  ^terminations  may  be  obtained  from  the  Com- 
mandwt  of  the  Marine  Corps  (Code  JA),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380. 

Record  source  categories:  Information  in  the  system  is  obtained 
from  the  Marine  Corps  Military  Personnel  Rectos;  from  the  in¬ 
dividual’s  commanding  officer,  officer-in-chaige,  federal,  state  and 
local  law  enforcement  agencies,  lawyers,  judges.  Members  of  Con¬ 
gress,  relatives  of  the  individual,  private  citizens,  the  Veteran’s  Ad¬ 
ministration,  and  the  individuals  themselves. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  Title  S,  U.  S  Code  S52  a  (j)  or  (k)  as 
applicable.  For  additional  information,  contact  the 
SYSMANAGER. 

MMN00027 

System  name:  Marine  Corps  Military  Personnel  Records  Access 
Files 

System  location:  The  Commandant  of  the  Marine  Corps, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system:  Ail  officials  and 
employees  of  the  Department  of  Defense  authorized  to  draw 
Marine  Corps  military  personnd  records  and,  except  for  agents  of 
Secret  Service,  Federal  Bureau  of  Investigation  and  Naval  In¬ 
vestigative  Service  which  agents  are  granted  access  by  presentation 
of  credentials,  all  designated,  justify  and  approved  law  enforce¬ 
ment/investigative  personnel  of  other  Federal  agencies  permitted 
access  to  Marine  Corps  military  personnel  records  at  Headquarters, 
U  S  Marine  Corps  only. 

Categories  of  records  in  the  system:  Authorization  cards  submitted 
by  officials  of  HQMC  and  DOD  granting  individual  authority  to 
order  Headquarters,  U.  S  Marine  Corps  official  military  personnel 
records. 

Authority  for  maintenance  of  the  systenu  Title  S,  U  S  Code  301 

Routine  uses  of  records  maHitamrd  M  the  system,  incloding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  OfBcials  and  employees 
of  Headquarters,  U  S  Marine  Corps.  For  contndling,  monitoring 
and  for  providing  a  ready  reference  to  personnel  authorized  to 
draw  and/or  review  Marine  Corps  military  personnel  records. 

Policies  and  practices  for  storing,  retrieving,  acceadng,  retaining, 
and  disposing  of  records  in  dw  system: 

Storage:  Looseleaf  Binder  and  Card  Index  Files 

Retrievability:  Alphabetical  and  by  Agency 

Safeguards:  Building  employs  security  guards. 

Retention  and  disposal:  Destroyed  upon  cancellation  of  access 
authorization. 

System  manager(s)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notificatkm  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Commandant  ot  the  Marine  Corps  (Code  MSRB), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380.  The 
letter  should  contain  the  full  name,  social  security  number  and 
signature  of  the  requester. 

The  individual  may  visit  Headquarters,  U  S  Marine  Corps, 
Washington,  D  C.,  Room  1206.  Proof  cd  identification  may  consist 
of  his  active,  reserve  or  retired  identification  card,  his  Armed 
Forces  Report  of  Transfer  or  Discharge  (DD214),  his  discharge  cer¬ 
tificate,  his  driver’s  license  or  by  providing  such  other  data  suffi¬ 
cient  to  insure  that  the  individual  is  the  subject  of  the  inquiry. 

Record  aoeem  procedures:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps  (Code  MSRB) 

Washington,  D  C  20380 
TelephotM  Area  Code  202/694-1043 

Contestiiig  record  procedures:  *1116  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina- 
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tioos  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  Marcc  catcgorkt:  Staff  agencies  and  subdivisions  of 
Headquarters.  U  S  Marine  Corps. 

Other  staff  agencies  of  the  Department  of  Defense. 

Law  enforcement/investigative  divisions  of  other  Federal  agen¬ 
cies. 

Systenu  exempted  from  certain  provfsiont  of  the  act:  None 
MMN00032 

System  name:  Personal  History  Card  File 
System  location:  Provost  Marshal's  Office,  Marine  Corps  Base. 
Camp  Lejeune,  North  Carolina  28542. 

Categories  of  individuals  covered  by  the  system:  All  individuals, 
both  m^tary  and  civilian,  employed  aboard  Marine  Corps  Base, 
Camp  Lejeune,  North  Carolina. 

Categories  of  records  in  the  system:  Personal  History  Card 
(MCBul  12290).  Contains  personal  identifying  information  and 
where  employed. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Roudne  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  officials  and 
employees  of  Marine  Corps  and  Navy  Commands,  activities,  and 
organizations  in  connection  with  their  assigned  duties.  To  provide  a 
rapid  locator  of  employees  at  their  work  site  for  law  enforcement 
purposes.  Also  used  to  issue  Civilian  Identification  Cards  to  em¬ 
ployees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  filed  in  metal  card  trays. 

Retrievability:  Filed  alphabetically  by  name. 

Safeguards:  Records  are  maintained  in  a  secure  area  accessible 
only  to  authorized  personnel.  The  File  Room  is  under  constant  sur¬ 
veillance  during  working  hours  and  is  locked  after  working  hours. 

Retention  and  disposal:  Records  are  retained  until  the  card  ex¬ 
pires,  then  destroyed  by  burning. 

System  manager(s)  and  address:  Commanding  General  (Attn: 
Provost  Marshal),  Marine  Corps  Base,  Camp  Lejeune,  North 
Carolina  28542.  Telephone:  Area  Code  919/451-2455. 

Notification  procedure:  Inquiries  by  individuals  will  be  answered 
upon  satisfactory  identification  of  the  requester  to  the 
SYSMANAGER 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individuals  concerned  may  be  obtained  from  the 
SYSMANAGER .  , 

Record  source  categories:  Military  and  civilian  personnel  em¬ 
ployed  aboard  Marine  Corps  Base,  Camp  Lejeune,  North  Carolina; 
Provost  Marshal  administrative  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00034 

System  name:  Personnel  Procurement  Working  Files 
System  location:  Headquarters,  U  S  Marine  Corps 
Personnel  Procurement  Branch,  Marine  Corps  Districts 
Recruiting  Stations 
Officer  Selection  Offices 
Org^ized  Marine'Corps  Reserve  units 
U  S  Marine  Corps  recruiting  substations 
Inspector-Instructor  staffs 

Categories  of  individuals  covered  by  the  system:  Civilians  and 
prior  service  individuals  who  are  prospective  applicants  for  enlist- 
rnent  in  the  Marine  Corps,  Marine  Corps  Reserve  or  a  Marine  Of¬ 
ficer  program,  individuals  on  which  a  written  waiver  for  enlistment 
tms  l^n  requested;  Platoon  Leader  Class  Candidates  receiving 
financial  assistance  while  attending  college;  all  individuals  applying 
for  various  officer  programs;  Marine  Corps  Reserve  enlistees  who 
are  serving  on  their  6  months  active  duty  prior  to  return  to  Or¬ 
ganized  Marine  Corps  Reserve  unit  maintaining  their  record;  Per- 
soiuiel  enlisted  in  the  Marine  Corps  Reserve  assigned  to  a  formal 
school  upon  enlistment;  Secondary  school  students  who  par¬ 
ticipated  in  the  Marine  Corps  Youth  Physical  Fitness  meet  held  an- 
nu^y  in  Washington,  D  C  ,  and  the  coach  fielding  each  team;  Any 


% 

indiv^ual  recommended  for  enlistment  in  the  Marine  Corps  by  a 
recruiting  officer  even  though  the  applicant  does  not  meet  the  en¬ 
listment  requirements  set  forth  in  current  guidance  as  set  forth  by 
the  Commandant  of  the  Marine  Corps. 

Categories  of  records  in  the  svstcm:  All  files  contain  Name  (Last. 
First,  Middle,  (maiden,  if  any),  Jr..  Sr.),  social  security  number, 
home  of  record.  Files  relating  specifically  to  enlistment  or  officer 
procurement  contain  citizenship,  sex.  race,  ethnic  group,  present 
address,  marital  status,  number  of  dependents,  date  of  birth,  reli¬ 
gious  preference,  highest  grade  completed,  selective  service  system 
data,  foreign  language  and  skill,  driver’s  license  information,  men¬ 
tal  and  aptitude  test  results,  niedical  examination  result,  delayed 
enlistment  program  information,  accession  data,  educational  ex¬ 
perience,  citizenship  verification,  history  of  prior  military  service, 
names  of  relatives  to  include  date  and  place  of  birth,  present  ad¬ 
dress  and  citizenship,  listing  of  commercial  life  insurance  policies 
and  number,  relatives  and  alien  friends  living  in  foreign  countries  to 
include  name  and  relationship,  age,  occupation,  address  and 
citizenship,  all  previous  residences  since  lOUi  birthday,  previous 
employment  record  to  include  company  name  and  address,  job  title 
and  supervisor’s  name,  data  concerning  previous  employment  by 
foreign  governments,  prior  membership  in  youth  programs,  history 
of  foreign  travel.  Declarations  from  the  individual  concerning; 
previous  rejection  by  the  Armed  Forces  of  the  United  States,  con¬ 
scientious  objector  status,  previous  deserter  status,  retired  pay,  dis¬ 
ability  allowance,  or  severence  pay  or  a  pension  from  the  Govern¬ 
ment  of  the  United  States,  status  as  an  only  child;  understandings 
by  the  applicant;  date  of  interview  and  name,  organization,  title  of 
interviewer;  history  of  prior  use  of  drugs  except  as  prescribed  by  a 
licensed  physician;  prior  intentional  sniffing  of  glue,  hairspray  or 
other  chemical  fumes;  prior  use,  purchase,  possession  or  sale  of  il¬ 
legal  or  controlled  drugs  except  as  prescribed  by  a  licensed  physi¬ 
cian;  marital  status  and  dependency;  membership  in  groups  for  pur¬ 
pose  of  unlawful  overthrow  of  the  Government;  history  and  record 
of  involvement  with  police  or  judicial  authorities;  parental/guardian 
consent  for  enlistment;  enlistment  options;  current  income;  whether 
own,  buying,  or  renting  present  residence;  outstanding  debts  to  in¬ 
clude  total  amounts  and  monthly  payments;  status  of  savings  ac¬ 
count  and  checking  account;  spouses’  employment  and  monthly  in¬ 
come;  police  checks;  character  teferences;  record  of  prior  service; 
court  documents;  marriage  certificates;  birth  certificates;  record  of 
medical  examination;  record  of  medical  history;  medical  consulta¬ 
tions  statement  of  personal  history;  divorce  decrees;  death  cer¬ 
tificates;  photographs;  high  school  ^ploma;  college  diploma;  grade 
transcript;  General  Educational  Development  certificates  of  High 
School  equivalency;  sole  surviving  son  statements;  statement  of  un¬ 
derstanding;  wife’s  consent  form;  applications  for  General  Educa¬ 
tional  Development  certificates  of  High  School  equivalency.  Files 
relating  to  Marine  Corps  Reserve  personnel  on  active  duty  contain 
information  pertaining  to  name,  social  security  number,  sex,  unit  of 
assignment,  home  of  record,  education.  Armed  Services  Vocational 
Aptitude  Battery  Test  scores,  vision,  military  occupational  specialty 
training  information.  Quota  ^rial  Number,  training  authorized. 

Authority  for  maintenance  of  the  system:  Title  5,  U.  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  officials  and  em¬ 
ployees  of  the  Marine  Corps  in  the  execution  of  their  official  duties 
with  regard  to  personnel  procurement  and  problems  which  develop 
as  a  result  thereof;  maintained  to  assist  recruiters  and  Officer 
Selection  Officers  in  contacting  possible  applicants  for  the  Marine 
Corps. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

-  Reserve  Unit  commander  and  administrative  personnel,  to  moni¬ 
tor  return  of  eitlistee  to  unit  and  provide  information  on  anticipated 
unit  strength  and  status;  To  make  available  emergency  data  infor¬ 
mation. 

Recruiting  Station  and  Inspector-Instructor  Staff  Personnel  in 
their  assigned  duties. 

To  provide  Headquarters,  U  S  Marine  Corps  information  on 
those  individuals  attending  the  Marine  Corps  Youth  Physical  Fit¬ 
ness  national  championship. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folder.  Records  are  maintained  in 
areas  accessible  only  to  authorized  personnel. 

Retrievability:  Individuals  listed  in  alphabetical  order  according  to 
program. 
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Safcguardi:  Access  is  limited  to  Reserve  unit  command,  recruit¬ 
ing,  and  administrative  personnel  and  law  enforcement  or  Federal 
agents  upon  presentation  of  proper  credentials. 

After  working  hours  the  office  and  building  are  locked. 

Retention  and  disposal:  Maintained  for  two  years  or  until 
prospect,  applicant,  candidate  or  reservist  changes  status. 

System  managerfs)  and  address:  Commander  of  unit  holding  file. 

Notification  procedure:  Write  or  visit  SYSMANAGER  Provide 
full  name,  social  security  number,  and  milit:^  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD- 
214  and  driver's  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  Individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  High  School  Lists,  DD  214's,  Prospect 
interviews/Referrals,  Local  Newspapers,  Youth  Fitness  programs, 
individual  contacts.  Marine  Corps  ofncials. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00035 

System  name:  Truth  Teller/Static  Listings 

System  location: 

The  Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system:  All  present  and 
former  members  of  the  U  S  Marine  Corps 

Categories  of  records  in  the  system:  The  system  comprises  non-au- 
tomated  records  of  basic  information  (Name,  Military  Service 
Number/Social  Security  Number,  Pay  Entry  Base  Date,  Home  of 
Record  (State  and  County)  and  Date  of  Birth)  pertaining  to  all  in¬ 
dividuals  who  ever  served  in  the  U  S  Marine  Corps. 

Authority  for  maintenance  of  the  system:  Title  10,  U  S  Code  Sec¬ 
tion  S20I 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  Headquarters,  U  S  Marine  Corps  for  making  necessary  identifi¬ 
cation  of  members  and  former  members  of  the  U  S  Marine  Corps 
in  connection  with  official  business  and  in  response  to  inquiries 
received  at  the  Headquarters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  Folders,  Binders  and  Microfilm  Cartridges 

Retrievability:  Name,  Military  Service  Number  and  Social  Securi¬ 
ty  Number 

Safeguards:  Records  maintained  in  locked  room.  Building  em¬ 
ploys  security  guards. 

Retention  and  disposal:  Permanent 

System  manager(s)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Commandant  of  the  Marine  Corps  (Code  MSRB), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380.  The 
letter  should  contain  the  full  name,  social  security  number  and 
signature  of  the  requester. 

The  individual  may  visit  Headquarters,  U  S  Marine  Corps, 
Columbia  Pike  and  Arlington  Ridge  Road,  Arlington,  Virginia,  room 
1206.  Proof  of  identification  may  consist  of  his  active,  reserve  or 
retired  identification  card,  his  Armed  Forces  Report  of  Transfer  or 
Discharge  (DD214),  his  discharge  certificate,  his  driver’s  license  or 
by  providing  such  other  data  sufficient  to  insure  that  the  individual 
is  the  subject  of  the  inquiry. 

Record  access  procedures:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  MSRB) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone  Area  Code  202/694-1043 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 


Record  source  categories:  Enlistment  and  Officer  Acceptance 
Contracts 

Systems  exempted  from  certain  provisious  of  the  act:  None 
MMN00036 

System  name:  Identification  Card  Control 

System  location:  Ail  United  States  Marine  Corps  units. 

Categories  of  individuals  covered  by  the  qrslem:  Regular  and 
Reserve  Marines  including  retired  and  disability  retired  and  their 
dependents  who  have  been  issued  an  Identification  Card. 

Categoi^  of  records  in  the  system:  Log  bc^  contains  name, 
rank,  social  security  number,  and  card  number,’  issue  date,  expira¬ 
tion  date,  signature  of  person  card  issued  to  and  signature  <rf  issu¬ 
ing  person. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  calegtH 
ries  of  users  and  the  puipoM  of  such  uses:  To  maintain  accountabili¬ 
ty  for  serialized  Identification  Cards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  kept  in  a  log  book. 

Retrievability:  By  type  card,  chronologically  by  date  also 
retrievable  by  name. 

Safeguards:  The  log  books  are  stored  in  a  locked  container  in  a 
location  which  is  locked  after  working  hours.  A  guard  is  located  in 
the  general  area. 

Retention  and  disposal:  Two  years  from,  date  of  closing  entry. 

System  manager(s)  and  address:  Unit  Commanders. 

Notification  procedure:  Write  or  visit  SYSMANAGER  Provide 
full  name,  social  security  number,  and  milita^  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD 
214  and  driver’s  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Officers  Qualification  Record/Service 
Record  Book  of  individual  application  for  dependents  priviledge 
card,  correspondence  from  Hea^uarters,  U  S  Marine  Corps. 

Systems  exempted  from  certain  provtsioos  of  the  act:  None 
MMN00037 

System  name:  Library  Patron  File 

System  location:  System  is  decentralized  -  maintained  at  Marine 
Corps  conunands,  organizations  and  activities  having  libraries. 

Categories  of  individuals  covered  by  the  system:  All  active,  reserve 
and  retired  military  personnel,  their  dependents,  and  others  who 
are  entitled  to  use  and  borrow  material  from  Marine  Corps  libra¬ 
ries. 

Categories  of  records  in  the  system:  The  library  patron  file  may 
contain  the  following  information  pertinent  to  each  individual: 
name;  rank;  social  security  number;  organization  and  organization 
address  and  phone  number;  home  address  and  home  phone 
number;  names  and  ages  of  dependents;  title  of  materials  bor¬ 
rowed;  date  borrowed;  date  due;  date  returned;  and  notation  of 
monet^  settlement  if  borrowed  material  was  lost  or  damaged. 

Authority  for  maintemmee  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
MariiK  Corps  and  Marine  Corps  conunands,  activities  and  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in 
connection  with  their  assigned  duties. 

Department  of  Defense  and  it’s  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  coimection  with  litii^tion, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  le^  representa¬ 
tive  of  the  Executive  Branch  ageiKies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  prt^rly 
within  the  purview  of  said  court. 
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PRIVACY  ACT  ISSUANCES 


Congress  of  the  U  S  •  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  reouiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  •  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Card  Files. 

Rctrievability:  File  alphabetically  by  last  name  of  patron. 

Safeguards:  Library  is  locked  when  not  in  use.  Only  authorized 
personnel  have  access  to  records  during  working  hours. 

Retention  and  disposal:  Records  are  maintained  for  up  to  seven 
years,  based  on  library  usage.  After  retention  period  records  are 
destroyed. 

System  managerfs)  and  address:  The  Conunandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps.  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from  the 
library  in  question;  addresses  are  as  contained  in  the  Navy  Stan¬ 
dard  Distribution  List  (OPNAV  PO9B3-107). 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  commander  of  the  Marine  Corps  command,  or¬ 
ganization  or  activity  that  maintains  the  library  in  question. 

Written  requests  for  iitformation  should  contain  the  full  name  of 
the  individual,  social  security  number,  organization  to  which  as¬ 
signed  when  library  facility  utilized,  and  current  address. 

For  personal  visits  the  individual  should  be  able  to  provide  ac¬ 
ceptable  personal  identification  during  normal  hours  of  library 
operation. 

Coatesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina- 
tioru  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Information  is  obtained  from  individual 
concerned,  library  director  and  library  staff. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00038 

System  name:  Amateur  Radio  Operator's  File 

System  location:  Marine  Corps  activities 

Categories  of  individuals  covered  by  the  system:  All  amateur  radio 
operators  who  operate  at  Marine  Corps  activities. 

Categories  of  records  in  the  system:  File  contains  name.  Federal 
Communications  Center  license  number,  operating  frequency,  type 
of  equipment  and  home  address. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Communications  Center 
personnel  -  To  ensure  proper  radio  management  at  Marine  Corps 
activities 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  3x3  card  in  metal  file  box. 

Retrievahility:  Alphabetical 

Safeguards:  Security  area. 

Retention  and  disposal:  Destroyed  upon  departure  from  Marine 
Corps  activity 

System  manager(s)  and  address:  Commanding  Officer  of  activity 
concerned.  See  Directory  of  Department  of  the  Navy,  nuuling  ad¬ 
dresses. 

Notification  procedure:  Information  may  be  obtained  from: 

Commandii^  Officer  of  activity  concerned. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  Sysmaimger. 

Written  requests  for  information  should  contain  the  full  name 
and  grade  of  the  individual. 

For  personal  visit,  the  individual  should  be  able  to  provide  valid 
person^  identification  such  as  an  employee  badge,  driver's  license, 
medicare  card,  etc. 

Conluting  record  procures:  The  Marine  Corps  rtiles  for  con¬ 
testing  and  appealing  initial  determinations  may  be  obtained  from 
the^SMANAGER. 


Record  source  categories:  Individual 

Systems  exempted  from  certain  provMoos  of  the  act:  None 
MMN00039 

System  name:  Anuteur/Citizen  Band  Radio  Operation  Request  and 
Authorization  File 

System  location:  Communication  Electronics  Office,  Marine 
Corps  activities 

Categories  of  individuals  covered  by  the  system:  All  personnel  who 
desire  to  operate  amateur/citizen  band  ra^os  at  Marine  Corps  in¬ 
stallations. 

Categories  of  records  in  the  system:  (Amateur/Citizen  Band  Radio 
Operation  Request  and  Authorization  Form). 

Authority  for  maintenance  of  the  system:  Title  S.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  authorization 
for  personnel  to  operate  amateur/citizen  band  radio  and  provides 
controls  for  the  use  of  these  radios.  Used  by  requestor  as 
authorization  to  operate.  Used  by  CEO  as  record  of  authorization. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Papers  filed  in  three-ring  binder. 

Retrievahility:  Numerically  by  card  number. 

Safeguards:  Located  in  a  secure  area  that  is  manned  on  a  24-hour 
basis. 

Retention  and  disposal:  Retained  for  one  (1)  year  and  if  not 
renewed,  the  form  is  destroyed  by  burning  or  shredding. 

System  managerfs)  and  address:  Commanding  Officer  of  activity 
in  question.  See  EKrectory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notifkation  procedure:  Request  information  from 

SYSMANAGER 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Individual  requester  and  Communica¬ 
tion  Electronics  Officer. 

.1 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00040  • 

System  name:  Individual  Training  Records/Files  for  Training  Re¬ 
lated  Matters 

System  location:  System  is  decentralized  -  maintained  at  all 
Marine  Corps  commands,  organizations  and  activities.  Regular  and 
Reserve. 

Categorim  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  assigned,  attached  to  or  serving  with  a  Marine  Corps  com¬ 
mand,  activity  or  oi^nization  to  include  recruit  training,  formal 
milita^  schools,  operational  units  and  trahwg  facilities. 

Categories  of  records  in  the  system:  The  individual  training  record 
may  contain  the  following  information  pertinent  to  each  in^vidual: 
name,  rank,  social  security  number,  agfi,  sex,  military  occupational 
speci^ty  or  specialties,  date  joined  unit,  date  of  end  of  active  ser¬ 
vice,  date  of  birth,  proficiency  and  conduct  scores,  physical  fitness 
test  scores,  rifle  and  pistol  qualification  scores.,  gas  mask  size, 
blood  type,  leadership  proficiency,  military  school  and  correspon¬ 
dence  course  records  and  results,  special '  trainiag  qualifications, 
weight  and  physical  characteristics,  mhdical  record  extracts  ad¬ 
dressing  wei^t  control  and  physical  fiMess,  human  relations  train¬ 
ing  experience,  troop  information  exposure,  general  milita^  subject 
test  results,  water  siuvival  qualification,  instructor  .qualifications, 
specialized  equipment  qualification,  personal  counseling  records, 
foreign  language  qualifications,  inspection  results,  etc. 

In  the  case  of  recrxiit  training,  special  data  as  reflects  remedial 
training,  counseling,  weakness  or  excellence,  recruit  questionnaires 
and  reading  evaluations  may  be  iiKluded. 

For  personnel  attending  formal  schools,  evaluation  information 
and  data  reflecting  successful  completion  or  termination  for  cause 
may  be  incItKled. 

AullMcIty  for  raalntcnancc  of  the  system:  Title  S,  U  S  Code  301 

Rowttec  oaes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters  Marine 

j  •  -1  ^ 
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Corps  and  Marine  Corps  commands,  activities  and  organizations  • 
By  officials  and  employees  of  the  Marine  Corps  in  connection  with 
thieir  assigned  duties. 

Department  of  Defense  and  it’s  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  •  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  •  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Con^ss  or  subconunittee  of  joint  conunittee  on 
matters  within  their  junsdktion  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  loose-leaf  notebooks  and 
card  index  files. 

Retrievability:  Files  are  retrievable  by  name  and  cross  filed  by 
social  security  number. 

Safeguards:  Records  are  retained  in  controlled  access  areas  and 
handl^  by  trained  and  cleared  personnel  on  a  strict  ’need-to-know’ 
basis. 

Retention  and  disposal:  Files  are  retained  during  the  period  the  in¬ 
dividual  is  assigned  to  the  activity  maintaining  the  record.  Upon 
transfer  of  the  individual  concern^,  records  are  transferred  with 
the  individual  or  destroyed. 

In  the  case  of  Drill  instructor  or  Recruit  records,  records  are 
maintained  for  four  years  after  departure  of  individual,  then 
destroyed. 

System  managerfs)  and  address:  The  Conunandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from  the 
commander  of  the  Marine  Corps  command,  organization  or  activity 
to  which  the  individual  is  assigned  for  duty  or  training. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  commander  of  the  command,  organization  or  ac¬ 
tivity  to  which  assigned  for  duty  or  training.  Addresses  are  as  con¬ 
tained  in  the  Navy  Standard  Distribution  List  (OPNAV  P09B3- 
107). 

Written  requests  should  contain  name,  rank,  social  security 
number  and  dates  assigned  to  the  activity  addressed.  In  cases 
where  individual  attended  a  formal  school,  name  of  course  and 
course  number  should  be  included  if  available. 

Personal  visits  may  be  made  to  the  activity  in  question  any  nor¬ 
mal  work  day  between  8:00  a.m.  -  4:30  p.m.  For  personal  visits  in¬ 
dividual  shoiUd  be  able  to  provide  valid  personal  identification. 

Cootesting  record  procedures:  The  ^ency's  niles  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER.  * 

Record  source  categories:  Traini^  performance,  evaluations,  on- 
the-job  performance  evaluations,  individual  and  instructor  evalua¬ 
tions,  Individual  Service  Records,  Manpower  Management  System, 
test  and  inspection  results  and  training  correspondence  addressing 
individual  concerned. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
MMN00041 

System  name:  Non-Appropriated  Fund  (NAF)  Employee  and  Appli¬ 
cant  Personnel  Records 

System  location:  Marine  Corps  commands  employing  NAF  per¬ 
sonnel 

Categories  of  individuals  covered  by  the  system:  Personnel,  to  in¬ 
clude  off-duty  milita^  personnel,  applying  to  or  hired  by  Marine 
Corps  commands  which  salaries  are  pmd  with  NAF. 

Catoraries  of  records  in  the  sjrstem:  Records  may  contain  any  of 
the  foDowing  documents  and  information  on  NAF  employees  - 


name,  home  address,  home  and  office  telephone  number,  social 
security  number,  employee  appUcation,  personal  history  statement, 
reference  data,  location,  work  experience,  photograph,  work  per¬ 
mit,  union  participation,  date  of  birth,  emergency  contact  informa¬ 
tion,  employee  number,  military  grade  (if  applicable),  job  descrip¬ 
tion,  job  assignment,  application  for  group  insurance  and  retireiAent 
plans  (or  signed  waiver),  leave  and  pay  data,  performance  reviews, 
reports  of  physical  examinations,  reports  of  accident/traffic  viola¬ 
tions,  wanung  notices  of  excessive  absence  and  tardiness,  reports 
of  grievances  hearings/disciplinary  action,  record  of  court  at- 
tenr^ce,  certified  copy  of  completed  military  orders  for  any  an¬ 
nual  duty  tours  with  recognized  military  Reserve  organizations, 
security  clearance  data,  bad  debt  notices,  employment  compensa¬ 
tion  documents,  commendations  and  awards,  separation  informa¬ 
tion,  and  official  correspondence. 

Authority  for  maintenance  of  the  system:  Title  S,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  nostra,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  commands 
-  By  officials  and  employees  of  respective  commands  in  the  execu¬ 
tion  of  assigned  duties  pertaining  to  management  and  administration 
of  NAF  personnel  resources  to  include  employment  acceptability, 
assignments,  pay,  promotion,  performance  evaluations,  security, 
gro^^  potential,  leave,  awards,  benefits  and  entitlements,  discipli¬ 
nary  and  grievance  proceedings,  appeals,  discrimination  complaints, 
retirement,  separation,  terminations,  physical  evaluations  and  au¬ 
dits. 

By  court  order  in  connection  with  matters  before  a  federal,  state 
or  municipal  court. 

By  agents  of  the  Federal  Bureau  of  Investigation,  Secret  Service 
and  Naval  Investigative  Service  in  connection  with  matters  under 
the  jurisdication  of  these  investigative  bodies  upon  presentation  of 
credentials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  binders  and  magnetic 
tape. 

Retrievability:  Alphabetically  and  by  social  security  number 

Safeguards:  Respective  commands  employ  one  or  more 
safeguards  such  as  locked  containers,  locked  rooms,  locked 
buil^ngs,  access  by  authorized  personnel  only,  and  employment  of 
security  guards. 

Retention  and  disposal:  Records  are  maintained  for  period  of  em¬ 
ployment  plus  two  years.  Records  of  employees  transferring  to 
another  NAF  activity  arc  transferred  to  the  new  activity.  Records 
of  separated  employees  are  transferred  to  the  National  Personnel 
Records  Center,  111  Winnebago  Street,  St.  Louis,  Missouri  63118. 

System  manager(s)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U.  S.  Marine  Corps,  Washington,  D  C.  20380. 

Notification  procedure:  Information  may  be  obtained  from  the 
command  at  which  the  individual  is  employed.  Addresses  are  as 
listed  in  the  Navy  Standard  Distribution  List  (OPNAV  PO9B3-107). 

Record  access  procedures:  Individuals  may  visit  or  request  infor¬ 
mation  by  correspondence  to  the  command  as  listed  in  the  Navy 
Standard  Distribution  List  (OPNAV  PO9B3-107). 

Written  requests  for  information  should  contain  the  full  name  of 
the  requester,  his  social  security  number  and  his  signature. 

For  personal  visits,  the  individual  will  be  required  to  provide 
such  proof  of  identification  as  his  driver’s  license,  his  active, 
reserve  or  retired  identification  card,  his  Armed  Forces  Report  of 
Transfer  or  Discharge  (DD  From  214)  or  such  other  data  sufficient 
to  insure  that  the  in^vidual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Employee  applications,  personal  inter¬ 
views,  former  employers  and  supervisors,  investigative  and  law  en¬ 
forcement  agencies,  originators  of  correspondence,  employee 
references,  schools,  physicians  and  employing  command. 

Systems  exempted  from  certain  provisioas  of  the  act:  Noim 
MMN00042 

System  name:  Marine  Corps  Locator  Files 

System  location:  System  is  decentralized  -  maintained  at  Marine 
Corps  commands,  orgaiuzations  and  activities. 

Categories  of  individuals  covered  by  the  system:  A  Locator  File  of 
Assigned  Military  and  Civilian  Personnel 
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Categories  of  records  in  the  system:  Locator  files  may  contain  any 
of  the  following  information  on  Officer,  Enlisted  and  Civilian  per¬ 
sonnel  assigned  to  respective  commands,  organizations  and  activi¬ 
ties  of  the  Marine  Corps:  name,  rank/grade,  date  of  rank,  social 
security  number,  billet  title,  lineal  number.  Table  of  Organization 
line'  number,  home  address  and  telephone  number,  office  code, 
room  number  and  telephone  number,  new  mailing  address  of  trans¬ 
ferred  personnel,  prior  mailing  address  of  newly  assigned  person¬ 
nel,  marital  status,  name  of  spouse,  names  of  children,  name  and 
address  of  next  of  kin,  Militap'  Occupational  Specialty,  date  of 
birth,  pay  entry  base  date,  expiration  of  active  service  date,  home 
state,  ^ucational  background,  state  where  admitted  to  bar,  identifi¬ 
cation  badge  number,  payroll  number,  government  vehicle  drivers 
license  date,  rotation  tour  date,  overseas  control  date,  date  re¬ 
ported  to  respective  command,  organization  or  activity,  occupation 
address  and  telephone  number  for  inactive  reserves  and  security 
clearance  data. 

Authority  (or  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  Com¬ 
mands,  Organizations  and  Activities  -  By  officials  and  employees 
of  respective  commands,  organizations  and  activities  in  the  execu¬ 
tion  of  assigned  duties  such  as  mail  and  employee  directory  ser¬ 
vices,  social,  official  and  semi-official  functions,  emergency  recall 
functions,  jl  distribution,  employee  welfare  functions,  dissemina¬ 
tion  of  information,  ceremonial  functions,  and  duty  rosters. 

Department  of  Defense  and  it's  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

U  S  Postal  Service  -  By  duly  designated  Postal  Officials  pertain¬ 
ing  to  matters  properly  within  the  purview  of  the  H  S  Postal  Ser¬ 
vice. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Books,  cards,  rosters,  strip  files,  file  folders,  loose  leaf 
binders,  log  books,  embossed  plates,  microfilm/fiche  or  magnetic 
tape. 

Retrievability:  Alphabetically  and  by  Social  Security  Number 

Safeguards:  Marine  Corps  commands,  organizations  and  activites 
employ  one  or  more  safeguards  such  as  limited  controlled  distribu¬ 
tion,  employment  of  security  guards,  accessibility  by  authorized 
personnel  only,  locked  containers,  locked  rooms  or  locked  building. 

Retention  and  disposal:  Permanent.  Updated  as  required. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from  the  in¬ 
dividual  command,  organization  or  activity  to  which  individuals  are 
assigned  for  duty.  Addresses  are  as  listed  in  the  Navy  Standard 
Distribution  List  (OPNAV  PO9B3-107). 

Record  access  procedures:  Individuals  may  visit  or  request  infor¬ 
mation  by  correspondence  to  the  individual  command,  organization 
or  activity  as  listed  in  the  Navy  Standard  Distribution  List 
(OPNAV  ^B3-107). 

Written  requests  for  information  should  contain  the  full  name  of 
the  requester,  his  Social  Security  Number  and  his  signature. 

For  personal  visits,  the  individual  will  be  required  to  provide 
such  proof  of  identification  as  his  drivers  license,  his  active, 
reserve  or  retired  identification  card,  his  Armed  Forces  Report  of 
Transfer  or  Dischaiw  (DD  Form  214)  or  such  other  data  sufficient 
to  insure  that  the  individual  is  the  subject  of  the  inquiry. 


Contcstiiw  record  procedures:  The  agency’s  rules  for  access  to 
records  ana  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Service  Record  Book,  Officer  Qualifica¬ 
tion  Record,  Manpower  Management  System,  Reserve  Personnel 
Management  Information  System,  Unit  Diaries,  Combined  Lineal 
Lists  of  active  duty  and  reserve  commissioned  and  Warrant  Of¬ 
ficers,  Tables  of  Organization,  Official  Orders,  Civilian  Personnel 
records,  other  Marine  Corps  activites,  and  individuals  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00043 

System  name:  Marine  Corps  Recreation  Property  Records  and 
Facilities 

System  location:  Marine  Corps  activities  maintaining  recreation 
files. 

Categories  of  individuals  covered  by  the  system:  Authorized  per¬ 
sonnel  to  utilize  special  services  facilities 

Categories  of  records  in  the  system:  Usage  data  records  on  each 
activity 

Authority  (or  maintenance  of  the  system:  Title  S,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  management  person¬ 
nel  to  record  usage. 

Marine  Corps  activities  and  organization  -  By  Marine  Corps  offi¬ 
cials  and  employees  in  executing  their  assigned  duties. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performatKe  of  their  official 
duties. 

Congress  of  the  U.  S.  -  By  the  Senate  or  the  House  of  Represen¬ 
tatives  of  the  U.  S.  or  any  committee  or  subcommittee  of  joint 
committee  on  matters  within  their  jurisdiction  requiring  disclosure 
of  the  files. 

The  Comptroller  General  of  the  U.  S.  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  In  paper  records  in  file  folders.  , 

Card  files  and  usage  logs. 

Retrievability:  Alphabetical  by  name  for  property  records. 

By  activity  usage  logs. 

Safeguards:  Records  are  maintained'  in  a  metal  file  in  the  recrea¬ 
tion  property  compound  and  athletic/recreation  office.  During  non¬ 
operating  hours,  the  activity  is  locked. 

Retention  and  disposal:  Usage  logs  arc  maintained  for  one  to  four 
years. 

Until  equipment  is  returned  or  recreation  fund  is  reimbursed. 

System  managerjs)  and  address:  Local  Commanding  Officers.  See 
Directory  of  Department  of  the  Navy  mailing  addresses. 

Notification  procedure:  Local  Commander 

Record  access  procedures:  Information  may  be  obtained  from 
local  Commander. 

Contesting  record  procedures:  The  Marine  Cqrps  rules  for  con¬ 
testing  and  appealing  initial  determinations  may  be  obtained  from 
the  Sysmanager.  *  *  ' 

Record  source  categories:  Individual  activities,  individuals,  ID 
cards 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMTOOOOl 

System  name:  Dependent  (Title  6)  Schools  Records  System 

System  location:  Dependent  (Title  6)  Schools  located  at  Marine 
Corps  installations. 

Categories  of  individuals  covered  by  the  system:  All  students  en¬ 
rolled  in  Dependent  (Title  6)  Schools  location  at  Marine  Corps  in¬ 
stallations. 

Categories  of  records  in  the  system:  System  consists  of  individual 
student  records,  master  sched^e,  student  schedule,  student  class 
lists,  student  scheduling  cards,  etc.  Information  consists  of  student 
academic  performance,  attendance,  discipline,  activities,  aptitude, 
health  and  emergency  record  data  to  pro|wrly  administer  and  assist 
the  student  while  enrolled  in  the  particular  school  or  school  system. 
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Authority  for  mainteiiancc  of  the  system:  Title  S,  U.S.  Code  and 
Title  6  U  S.  Code 

Routine  uses  of  records  maintnined  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officios  and  employees 
of  the  Dei>endent  (Title  6)  School  and  school  systems  in  the  execu¬ 
tion  of  their  assigned  duties. 

Marine  Corps  -  By  officials  and  employees  of  the  Marine  Corps 
in  the  execution  of  their  assigned  duties. 

Other  Federal  Agencies  -  By  officials  and  employees  of  other 
Federal  Agencies  in  the  execution  of  their  assigned  duties  as  such 
duties  pertain  to  Dependent  (Title  6)  Schools. 

State  and  Local  Education  Agencies  -  By  officials  and  employees 
of  state  and  local  education  agencies  in  the  execution  of  their  offi¬ 
cial  duties  as  such  duties  pertain  to  Dependent  (Title  6)  Schools. 

Courts  -  By  officials  and  employees  of  local,  state,  and  federal 
courts  as  dictated  by  court  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  file  folders,  machine  workable 
cards,  and  other  Data  Processing  mediums. 

Retrievahility:  Information  is  retrieved  by  student  name  or  stu¬ 
dent  number. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  and  handled  by  personnel  who  have  ^en 
cleared  and  trained  in  handling  of  personnel  information. 

Retention  and  disposal:  Records  are  maintained  during  the  period 
of  student  enrollment  and  for  a  period  of  up  to  three  years  after 
student  departure  from  the  rolls  of  the  school.  Records  are  then 
destroyed  or  retired  to  the  Army  Records  Center,  St  Louis,  Mis¬ 
souri. 

System  manager(s)  and  address:  Superintendent  of  the  school 
system  in  which  the  particular  student  is  enrolled. 

Notification  procedure:  Information  may  be  obtained  from  the 
particular  school  or  school  system  in  which  the  student  is  enrolled: 
Commanding  General  (Attn:  Supt  Depn  Scol)  Marine  Corps  Base, 
Quantico,  Virginia  22134;  Commanding  General,  (Attn:  Supt  Depn 
Scol),  Marine  Corps  Base,  Camp  Lejeune,  North  Carolina  28542; 
Commanding  Officer,  (Attn;  Supt  Depn  Scol),  Marine  Corps  Air 
Station,  Beaufort,  South  Carolina 

Record  access  procedures:  The  rules  for  access  to  records  may  be 
obtained  from  the  appropriate  Sysmanager. 

Coatesting  record  procedures:  Rules  for  contesting  the  contents  of 
records  and  appealing  initial  determiitations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  appropriate  Sysmanager. 

Record  source  categories:  Information  is  obtained  from  individual 
concerned,  his  teachers,  administrators,  and  other  professional 
health  and  educational  personnel. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
MMT0(M02 

System  name:  Marine  Corps  Institute  Correspondence  Training 
Records  System 

System  location:  Marine  Corps  Institute,  Box  1775,  Washington, 
D.  C.  20013 

Categories  of  individuals  covered  by  the  system:  All  enroUees  in 
Marine  Corps  Institute  correspondence  courses. 

Categories  of  records  in  the  system:  Records  contain  information 
for  identifying  enroUees,  their  addresses,  their  progress  in  the 
course  of  study,  and  the  results  of  their  final  examinations. 

Authority  for  maintenance  of  the  system:  Title  5,  U.  S.  Code  301 

Routine  uses  at  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U.  S. 
Marine  Corps  and  Marine  Corps  commands,  activities,  and  or¬ 
ganizations  for  use  by  officials  and  employees  of  the  Marine  Corps 
in  matters  relating  to  their  assigned  duties. 

Upon  request  and  with  the  consent  of  the  individual  concerned, 
transcripts  of  course  completions  are  provided  to  academic  institu¬ 
tions  for  evaluation  for  academic  credit. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  FUe  folders,  microfiche,  magnetic  tape,  and  magnetic 
disks. 

Retrievahility:  Name  and  SSN. 

Safeguards:  Access  provided  on  a  need  to  know  basis  dnly.  Dur¬ 
ing  non-working  hours,  the  doors  to  the  Institute  are  locked. 


Retention  and  disposal:  Retained  indefinitely. 

System  manager(s)  and  address:  Student  Services  Officer,  Marine 
Corps  Institute,  Marine  Barracks,  Box  1775,  Washington,  D.  C. 
20013 

Notification  procedure:  Apply  in  writing  to  SYSMANAGER.  Pro¬ 
vide  full  name,  social  secunty  number  or  service  number,  date  of 
completion  or  enrollment,  course  number,  and  course  title. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  ^  the  individual  con¬ 
cerned  may  be  obtain^  from  the  SYSMANACjER. 

Record  source  categories:  Information  in  the  system  is  obtained 
from  enrollment  appUcations  and  subsequent  forms  submitted  by 
the  enroUee,  from  the  individual’s  conunanding  officer,  from  the 
Marine  Corps  Manpower  Management  System,  and  from  Marine 
Corps  Automated  Services  Center,  Kansas  City. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MRStMMOl 

System  name:  Reserve  Personnel  Management  Information  System 
(REPMIS) 

System  location:  Primary  System  -  Marine  Corps  Automated  Ser¬ 
vices  Center,  1500  East  Bannister  Road,  Kansas  City,  Missouri 
64131 

Decentralized  Segments  -  Input  to  the  system  is  limited  to  the 
unit  diary  submission  of  the  Marine  Corps  Reserve  unit  to  which 
the  individual  is  assigned  for  administration.  Output  from  the 
system  is  available  at  the  following  locations:  Eiepartnwnt  of 
Defense,  Headquarters,  U  S  Marine  Corps,  4th  Marine  Division, 
4th  Marine  Aircraft  Wing,  6th  Marine  Corps  District  Headquarters 
and  the  Marine  Corps  Reserve  unit  to  which  the  individual  is  as¬ 
signed.  Addresses  of  each  Distribution  List  (OPNAV-PO9B3-107). 

Categories  of  individuals  covered  by  the  system:  Marine  Corps 
Reservists  in  the  Selected,  Individual  Ready,  Standby,  and  Fleet 
Marine  Corps  Reserve  categories. 

Categories  of  records  in  the  system:  File  contains  the  master  per¬ 
sonnel  records  to  include  personal  identification,  education,  train¬ 
ing,  military  occupational  specialties,  contractual  agreements,  and 
other  data  requir^  for  effective  personnel  ntanagement  and  ad¬ 
ministration. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in  the 
execution  of  their  official  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litijgation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  (Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Information  is  contained  on  magnetic  tapes  and  disks. 

Retrievahility:  Information  is  retrieved  by  social  security  number 

Safeguards:  Records  are  maintained  in  facilities  accessible  only  to 
authorized  personnel  that  are  properly  screened,  and  trained. 

Retention  and  disposal:  Records  are  retained  for  six  months  after 
separation  of  the  individual  Marine  reservist.  After  six  months, 
records  are  destroyed  except  for  an  historical  listing  of  separations 
which  is  recorded  on  microfiche  for  permanent  retention  at  the 
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Marine  Corps  Reserve  Forces  Administrative  Activity,  Kansas  City 
Missouri. 

System  maaafcils)  and  addrca:  The  Commandant  of  the  Marine 
Corps.  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 
Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  RES) 
Headquarters,  U  S  Marine  Corps 
Feder^  Office  Building  2 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1842 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  The  Commandant  of  the  Marine  Corps  (Code  RES), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C.  20380 
Written  requests  for  information  should  contain  the  individual’s 
full  name,  social  security  number  and  signature. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  military  identification  card, 
driver’s  license  or  other  type  of  identification  bearing  picture  and 
signature  to  insure  the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Record  source  categories:  The  individual  having  administrative 
responsibility  for  the  Marine. 

The  Marine  Corps  Reserve  Forces  Administrative  Activity. 
Authorized  personnel  of  Headquarters,  U  S  Marine  Corps. 

Systems  interface  with  active  force  joint  uniform  military  pay 
systent/manpower  management  system. 

Educational  Institutions. 

Systems  exempted  from  certain  provMons  of  the  act:  None 
MRS00003 

System  name:  Employment  Referral  Questionnaire  for  Members  of 
Reserve  Units 

System  location:  May  be  retained  by  all  Inspector-Instructor 
Staffs. 

Categories  of  individuals  covered  by  the  system:  All  Reservists 
who  desire  assistance  in  obtaining  civilian  employment. 

Categories  of  records  in  the  ^stem:  Resume  on  each  individual 
which  may  include  member’s  sex,  age,  social  security  number,  edu¬ 
cation,  past  civilian  employment,  past  military  experience,  present 
civilian  employment,  type  of  employment  desir^,  type  driver’s 
license,  preferred  location  of  employment,  present  address  and 
marital  status. 

Authority  for  maintenance  of  the  system:  Title  3,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  May  be  used  by  mem¬ 
bers  of.  the  reserve  unit  and  the  Inspector-Instructor  Staff  to  assist 
in  finding  civilian  employment  for  Um  requesting  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  May  be  on  paper  or  cards  in  binder  or  file  folder. 
Retrievability:  Alphabetically  by  last  name,  may  also  be  by  type 
employment  desired,  area  employment  desired  in,  rank  or  age. 

Safeguards:  After  working  hours  the  office  and  building  are 
locked.  A  guard  is  located  in  the  general  vicinity. 

Retentkm  and  disposal:  One  year  after  employment  is  found  or 
member  is  transferred  or  discharged. 

System  managers)  and  address:  Inspector-Instructor. 

Notification  procednre:  Write  or  visit  SYSMANAGER  Provide 
full  name,  social  security  number,  and  military  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD- 
214  and  driver’s  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Application  form  from  individual 
requesting  assistance  and  service  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 


MRS00004 

System  name:  Individual  Drill  Attendance  and  Retirement  Transac¬ 
tion  Card  (IDART)  File 

System  location:  All  Orgaiuzed  Mariite  Corps  Reserve  Units  and 
Marine  Corps  Reserve  Administrative  Activity,  Kansas  City,  Mis¬ 
souri. 

Categories  of  individuals  covered  by  the  system:  Maintained  on  all 
members  of  the  reserve  unit. 

Category  of  records  in  the  system:  Individual’s  name,  rank,  so¬ 
cial  security  number,  pay  entry  base  date,  expiration  of  reserve 
contract,  a  record  of  drill  attendance  for  the  current  calendar  year, 
by  month,  and  retirement  points  awarded. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  msintsineif  in  the  qrslen,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Unit  command  and  ad¬ 
ministrative  personnel.  Maintain  records  of  the  drill  attendance  and 
reserve  retirement  credit  points  awarded  members  of  the  unit. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  l^al  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  cards  in  box  in  metal  file  cabinet. 

Retrievability:  Alphabetically  by  last  name. 

Safeguards:  File  maintained  in  a  locked  metal  file  cabinet. 

After  working  hours  the  c^ice  and  building  are  locked.  A  guard 
is  located  in  the  general  vicinity. 

Retention  and  disposal:  Annual  cards  are  retired  in  January  fol¬ 
lowing  the  year  for  which  the  card  is  maintained.  Cards  are  kept 
for  tluee  years  after  retirement  and  then  burned.  Upon  transfer  of 
a  reservist,  the  IDART  is  transfenred  with  the  service  record  book. 

System  manager(s)  and  address:  Headquarters,  U  S  Marine 
Corps,  Conunan^g  Officer  and  Inspector  Instructor  of  Organized 
Marine  Corps  Reserve  unit 

Notification  procedure:  Write  or  visit  Inspector-Instructor  or 
Commanding  CMficer  of  the  Organized  Marine  Corps  Reserve  Unit 
concerned.  Provide  full  name,  social  security  number,  and  military 
status.  Proof  of  identity  may  be  established  by  milit^  identifica¬ 
tion  card  or  DD-214  and  driver’s  license. 

Record  access  procedures:  Write  or  c^  in  person  to  the  Inspec¬ 
tor-Instructor  or  Commanding  Officer  of  the  Organized  Marine 
Corps  Reserve  Unit  concerned. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  {Stained  from  the 
SYSMANAGER 

Record  source  categories:  Service  records  and  unit  attendance 
rosters. 

Systems  exempted  from  certain  provUsu  of  the  act:  None 
MTEOOOOl 

System  name:  Telephone  Billing/ Accounting  File 

System  location:  All  Marine  Corps  activities  maintaining 
telephone  accounts. 

Categoite  of  individuate  covered  by  the  system:  All  military  per¬ 
sonnel,  civilian  contractors,  concessions,  a^  Marine  Corps  spon¬ 
sored  activities  that  are  provided  unofficial  government  telephone 
service. 

Categories  of  records  in  the  system:  Files  contain  name,  social 
security  number,  rank,  military  or  civilian  address,  business 
telphone  number,  ledger  of  itemized  telephone  service  charges  and 
payments,  receipted  bills,  requests  for  service,  account  number,  ad- 
dressoipraph  plate,  cash  collation  vouchers  for  telephone  deposits, 
and  routine  correspondence. 

Authority  for  maintenance  of  the  system:  Title  10,  U.S.  Code 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  umrs  and  the  purposes  of  such  uses:  Basic  use  is  to  show 
amounts  owed  and  paid  for  telephone  service  on  a  monthly  basis. 

Other  uses  include:  management  of  telephone  number  assign¬ 
ments,  and  a  listing  of  delinquent  accounts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  di^MKing  of  records  in  the  system: 

StorsM:  Paper  cards  are  maintained  in  filing  cabinets  and  KAR- 
DEX  fws  or  in  file  folders. 
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Retricvabilily:  Information  accessed  and  retrieved  by  name,  ad¬ 
dress  or  telphone  number. 

Safeguards:  Records  are  maintained  in  an  area  accessible  only  to 
authorized  personnel  and  are  under  constant  supervision.  The  build¬ 
ing  is  locked  during  non-working  hours  and  someone  is  on  duty  24 
hours  a  day. 

Retention  and  disposal:  Records  kept  in  active  file  until  individual 
checks  out  of  housing,  then  transferred  to  a  dead  file.  Records  kept 
in  the  dead  file  for  four  years  and  then  destroyed. 

System  manager(s)  and  addre«:  Commanding  Officer  of  activity 
concerned.  See  Directory  of  Department  of  the  Navy  mailing  ad¬ 
dresses. 

Notification  procedure:  Information  may  be  obtained  from  the  in¬ 
dividual  command  to  which  an  individual  is  assigned  for  duty.  Ad¬ 
dresses  of  individual  commands  are  listed  in  the  Navy  Standard 
Distribution  List  (OPNAV  P09B-107). 

Record  access  procedures:  Written  requests  from  individuals 
should  be  addressed  to  the  Commanding  Officer  of  the  activity 
concerned.  Activity  addresses  are  as  reported  in  the  Navy  Standard 
Distribution  List. 

Written  requests  should  include  name  and  social  security  number 
and  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  the 
proper  military  or  civilian  identification. 

Contesting  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determination  by  the 
individual  may  be  obtained  from  the  Sysmanager. 

Record  source  categories:  Application  of  the  individual  desiring 
telephone  service  in  government  housing  aboard  the  activity. 

Systems  exempted  from  certain  provisions  of  the  act:  None 


UNITED  STATES  NAVY 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identi¬ 
fier.  It  is  therefore  especially  important  for  expeditious  service 
when  requesting  a  record  that  particular  attention  be  provided  to 
the  Notification  and/or  Access  Procedures  of  the  particular  record 
system  involved  so  as  to  furnish  the  required  personal  identifiers, 
or  any  other  pertinent  personal  information  as  may  be  required,  to 
locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  ’routine  uses’  of  the  records  have  been 
established,  that  are  applicable  to  every  record  system  ihaintained 
within  the  Department  of  Defense,  unless  specifically  stated  other¬ 
wise  within  a  particular  record  system.  These  additional  blanket 
routine  uses  of  the  records  are  published  below,  only  once  in  the 
interest  of  simplicity,  economy  and  to  avoid  redundancy,  before 
the  individual  record  system  notices  begin  rather  than  repeating 
them  in  every  individual  record  system. 

ROUTINE  USE  -  LAW-ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
mamtaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessa^  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 


security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency’s 
decision  on  the  matter. 

ROUTINE  USE  •  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  made  to  a  congressional  office  from  the  record  of 
an  individual  in  response  to  an  inqu^  from  the  congressional  of¬ 
fice  made  at  the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975, 
will  be  disclosed  to  the  Office  of  Management  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  A- 1 9  at  any  sta^  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS  . 

A  record  from  a  system  of  records  maintained  by  this  Com¬ 
ponent  may  be  disclosed  to  foreign  law  enforcement,  security,  in¬ 
vestigatory,  or  administrative  authorities  in  order  to  comply  with 
requirements  imposed  by,  or  to  claim  rights  conferred  in  interna¬ 
tional  agreements  and  arrangements  including  those  regulating  the 
stationing  and  status  in  foreign  countries  of  Department  of  Defense 
military  and  civilian  personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this. 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  em¬ 
ployee  or  military  member  is  or  was  subject  to  tax  regardless  of 
whether  tax  is  or  was  withheld.  This  routine  use  is  in  accordance 
with  Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  U.S.  tiVIL 
SERVICE  COMMISSION 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act 
and  maintained  by  this  component  may  be  disclosed  to  the  Civil 
Service  Commission  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessa¬ 
ry  for  the  Commission  to  carry  out  its  legaUy  authorized  Govern¬ 
ment-wide  personnel  management  functions  and  studies. 

ROUTINE  USE  -  DISCLOSURE  OF  INFORMATION 
TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  disclosed  as  a  routine  use  to  the  National  Archives 
and  Recoids  Service  of  the  General  Services  Administration  in 
records  management  inspections  conducted  under  authority  of  44 
U.S.C.  2904  and  2906. 


NOOOll  COl 

System  name:  Correspondence  files 
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PRIVACY  ACT  ISSUANCES 


Systeai  locatkw:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
mailing  addresses. 

Categories  of  ixUvidoals  covered  by  the  systeoi:  These  are  files 
kept  by  subject,  name  of  correspondent  (Congressman,  contractor, 
other  member  of  public,  etc.,)  or  name  of  recipient. 

Categories  of  records  in  the  system:  Incoming  and  outgoing  cor¬ 
respondence  and  related  material. 

Authority  (or  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  ’follow-up’  on 
previous  correspondence,  for  reference  purposes,  to  assure  con¬ 
sistency  of  policy,  and  for  other  official  Navy  business. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  Number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  maimger(s)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  ^irocedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appeaUng  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
NOOOll  C02 

System  name:  Vehicle  Control  System 

System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  All  individuals 
that  have  vehicles  registered  at  a  particular  Navy  installation;  and 
all  individuals  who  apply  for  Government  Motor  Vehicle  Operator’s 
License. 

Categories  of  records  in  the  system:  Alphabetical  file  of  each  in- 
dividu^  who  have  vehicles  registered  or  who  have  applied  for  a 
Government  Motor  Vehicle  Operator’s  License.  Files  kept  by 
month,  individual’s  name,  date  of  birth,  SSN,  height,  weight,  hair 
and  eye  color,  place  of  employment,  driving  record,  license 
number,  etc. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  a  car  pool  loca¬ 
tor,  vehicle  registration,  parking  control  system,  insurance  verifica¬ 
tion  system  to  verify  issue  of  license  when  individual  has  lost  his  or 
her  operator’s  card,  and  may  be  referred  to  by  security  or  safety 
officios  to  determine  individual’s  previous  driving  record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  S^  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 


Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators  witnesses,  correspondents. 

Systems  exempted  from  certain  provisioDS  of  the  act:  None 
NOOOll  Ct3 

System  name:  Special  Membership  Listing  of  the  Organizational 
Recreation  Association 

System  location:  Org^zational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
mailing  ^dresses. 

Categories  at  individuals  covered  by  the  system:  This  file  records 
the  name  of  all  members  who  join  the  particular  ship  or  activity 
recreation  association.  Also  crossfiled  by  number  of  membership 
card. 

Categories  of  records  in  the  system:  This  record  lists  the  names, 
internal  codes,  room  and  telephone  numbers  of  each  membership 
card  and  dates  purchased. 

Authority  (or  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  indicate  income  from 
sale  of  membership  cards;  to  provide  an  audit  trial  for  the  auditors; 
and  to  confirm  membership,  upon  request. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managerfs)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  directory  of  Elepartment  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apfdy  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  c^tain^  from  the  System  Manager. 

Record  source  categories:  Individual  concern,  other  records  of  the 
activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
NOOOll  C04 

System  name:  Organization  Locator  and  Social  Roster 

System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Military  and 
civilian  personnel  attached  to  the  activity;  also  may  include  military 
and  civUian  personnel  of  the  Department  of  Defense  and  other 
government  agencies;  may  also  include  fantily  members  and  guests 
of  military  and  civilian  personnel;  other  invitees. 

Categories  of  records  in  the  system:  Manual  or  mechanized 
records.  Includes  information  such  as  names,  addresses,  telephone 
numbers;  official  titles  or  positions  and  organizations;  invitations, 
acceptances,  regrets,  protocol,  and  other  information  associated 
with  attendents  at  functions.  Lwator  records  of  personnel  attached 
to  the  organization. 

Authority  (or  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  includ^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  locating  individuals 
on  routine  and  emergency  matters.  Often  used  for  mail  distribution, 
for  forwarding  addresses,  and  as  a  recall  list.  Also,  may  be  used  as 
a  social  roster  for  social  reference  for  various  official  and  non-offi¬ 
cial  functions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stora^:  File  folders,  card  files,  punched  cards,  magnetic  tape, 
and  similar  record  formats. 

Retrievability:  Name,  SSAN,  number,  organization,  function. 

Safeguards:  Access  provided  on  a  need  to  know  basis. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 


FEDERAL  REGISTER,  VOL.  42,  NO.  188 — WEDNESDAY,  SEPTEMBER  28,  1977 


DEPARTMENT  OF  DEFENSE 


51231 


System  muuferte)  «id  addrcm:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  ^  directory  of  Departmert  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to  record 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  correspondents,  directories  and  officii  publications. 
Systems  exempted  from  certain  provisions  of  the  act:  None 
NOOOll  JOl 

System  name:  Administrative  Personnel  Management  System 
System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Assigned 
civilians,  military,  and  contract  employees. 

Categories  of  records  in  the  system:  Identification,  location,  rou¬ 
tine  and  emergency  assignments,  functional  responsibilities, 
clearance,  educational  and  experience  characteristics,  grade  or 
rank/rate,  travel,  and  other  data  needed  for  personnel,  Une,  and  ^ 
security  management. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations. 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Preparation  of  rosters 
and  locators,  contact  with  appropriate  personnel  in  emergencies, 
continuity  of  operations  planning  and  execution,  determination  of 
clearance  for  access  control,  budget  and  manpower  control,  minori¬ 
ty  and  occupation  statistics,  labor  costing,  customer  billing,  watch 
bill  preparation,  civilian  grade  control,  and  similar  administrative 
uses  requiring  personnel  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape, 
microform. 

Retrievahility:  Name,  SSAN,  Case  number,  organization. 
Safeguards:  Access  provided  on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 
System  managerfs)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
NOOOll  JOlO 

System  name:  Navy  and  Marine  Corps  Exchange  and  Commissary 
Sales  Control  and  Security  Files 

System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  listed  in  the  directory  of  Department  of  the  Navy  mail¬ 
ing  addresses. 

Categories  of  individuals  covered  by  the  system:  Customers,  em¬ 
ployees,  and  guests  at  Navy  and  Marine  Corps  Exchanges  and 
Commissaries,  including  individuals  making  large  dollar  volume 
purchases  and  contract  purchases;  individuals  having  requested  ad¬ 
justments  or  made  claims;  individuals  having  previously  passed  bad 
checks  or  been  apprehended  for  shoplifting. 

Categories  of  records  in  the  system:  Sales  and  contract  records; 
lists,  logs,  or  card  records  of  individuals;  claims  and  adjustment 
records;  l^ge  volume  purchase  records;  mail  orders,  and  customer 
special  order  records,  customer  list;  correspondence.  Records  of 
complaints  and  investigations  of  regulatory  and  criminal  violations. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301  Departmen¬ 
tal  Regulations. 


Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  puipoaes  of  such  uses:  Sales  control  and 
prevention  and  detection  of  abuse  of  privileges.  Determine  respon¬ 
sibility  when  there  are  violations  of  regulations  or  criminal  statutes. 
Information  may  be:  Provided  to  local,  state,  or  federal  oiganiza- 
tions,  including  the  Naval  Investigative  Service  and  to  the  Federal 
Bureau  of  Investigation  for  further  investigation  or  prosecution; 
used  by  command  lepal  personnel  for  prosecution  of  m^tary  offen¬ 
ses  and  other  administrative  action;  provided  to  the  Department  of 
Justice  in  support  of  civil  litigation;  provided  to  officials  of  other 
federal  agencies  in  connection  with  the  performance  of  their  offi¬ 
cial  duties  related  to  personnel  administration. 

Policies  and  practices  for  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  magnetic  tape, 
discs,  drums,  and  punched  cards.  Manual  records  may  be  stored  in 
file  folders  or  microform,  in  file  cabinets  or  other  containers. 

Retrievahility:  Automated  and  manual  records  may  be  retrieved 
by  social  security  account  number  and/or  name. 

Safeguards:  Access  is  provided  on  a  need-to-know  basis,  only. 
Automated  records  are  located  in  restricted  areas  accessible  only  to 
authorized  persons.  Manual  records  and  computer  printouts  are 
maintained  in  locked  or  controlled  access  areas. 

Retention  and  dispoMi:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance,  with  SECNAVINST  5212.5B,  Disposal  of  Navy  and 
Marine  Corps  Records. 

System  numagerfs)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  system  manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  System  Manager. 

Record  source  categories:  Individuals  concerned,  other  records  of 
the  activity  concerned,  other  records  of  activity  investigators,  wit¬ 
nesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  S52a(j)  or  (k),  as  applicable. 
For  additiorud  information,  contact  the  system  manager. 

NOOOll  JOll 

System  name:  Safety  Equipment  Needs,  Issues,  Authorizations 
System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  listed  in  the  directory  of  Department  of  the  Navy  mail¬ 
ing  addresses. 

Categories  of  individuals  covered  by  the  system:  Personnel  whose 
work  requires  them  to  wear,  or  are  issued,  protective  clothing  or 
equipment,  including  prescription  safety  lenses. 

Categories  of  records  in  the  system:  Listings,  cards,  and  other 
records  of  individuals  requiring,  authorized,  or  issued  prescription 
or  other  safety  equipment. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  Depart¬ 
mental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  safety  department 
personnel  to  detemune  who  needs,  is  eli^ble,  or  has  been 
authorized  or  issued  prescription  or  other  safety  equipment  for  pro¬ 
tection. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Card  index  files,  file  folders  in  file  drawers,  or 
microform. 

Retrievahility:  By  name  or  date  of  authorization  or  issue. 
Safeguards:  Controlled  access  space  or  locked  rooms;  personnel 
screemng. 

Retention  and  disposal:  Secret^  of  the  Navy  Instruction 
5212.SB,  Disposal  of  Navy  and  Marine  Corps  Records. 

System  maiuigerfs)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  may  be 
obtained  from  the  System  Manager. 
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Contesting  record  procedures:  The  agency’s  rules  for  contesting 
access  mayne  obtained  from  the  System  Manager. 

Record  source  categories:  Individuals  to  whom  the  records  per¬ 
tain. 

Systems  exempted  from  certain  provisioos  of  the  act:  None. 

NOOOll  J02 

System  lumc:  Access  control  system 

System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Individuals  con¬ 
sidered  or  seeking  consideration  for  access  to  space  under  the  con¬ 
trol  of  the  Department  of  the  Navy. 

Categories  of  records  in  the  system:  Visit  requests  for  permission 
to  transact  commercial  business,  barring  lists  and  letters  of  exclu¬ 
sion,  badge  and  pass  issuance  records. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintenance  of  all 
aspects  of  proper  access  control,  replacement  of  lost  badges, 
retrieval  of  passes  upon  separation,  maintenance  of  visitor  statistics 
and  background  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managerfs)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
NOOOll  J03 

System  name:  Security  Incident  System 

System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Individuals  in¬ 
volved  in  or  witnessing  incidents  requiring  the  attention  of  base, 
station,  or  activity  security  personnel. 

Categories  of  records  in  the  system:  Incident/complaint  report,  in¬ 
vestigator’s  report,  military  magistrate’s  records,  confinement 
records,  traffic  accident  and  violation  records,  traffic  court  file, 
citations  to  appear  before  U.  S.  Magistrate. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Evidence  in  Uniform 
Court  of  Military  Justice  and  Title  18  USC  1382  Proceedings; 
Criminal  investigation;  provided  to  state  or  federal  law  enforcement 
agencies  including  Naval  Investigative  Service,  Defense  Investiga¬ 
tive  Service,  and  Federal  Bureau  of  Investigation  for  further 
criminal  investigation  or  court  action;  used  by  command  legal  per¬ 
sonnel  for  prosecution  of  military  offenses  and  other  administrative 
action;  support  of  insurance  claims  and  civil  litigation,  revocation 
of  base,  station,  or  activity  driving  privileges. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  ''on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 


Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managerfs)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  SS2  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

NOOOll  J04 

System  name:  Weapons  Registration 

System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Individuals  re¬ 
gistering  firearms  or  other  weapons  with  station  security  officers. 

Categories  of  records  in  the  system:  Weapon  registration  records, 
weapon  permit  records. 

Authority  for  nudntenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assure  proper  control 
of  weapons  on  Naval  installations  and  to  monitor  and  control 
purchase  and  disposition  of  weapons. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual.- 

System  manager(s)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
NOOOll  JOS 

System  name:  Security  inspection  and  violation  system 

System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Individuals  in¬ 
volved  in  security  violations. 

Categories  of  records  in  the  system:  Security  violation  reports, 
security  inspection  reports. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  identify  problem 
areas  in  security  indoctrination,  alert  command  management  offi¬ 
cials  to  areas  which  present  larger  than  normal  security  problenx; 
and  identify  personnel  who  are  cited  as  responsible  for  non-com¬ 
pliance  with  procedures. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 
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Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  mana(er(s)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
NOOOll  J06 

System  name:  Blood  Donor  Program  Files 

System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Personnel  donat¬ 
ing  blood  or  seeking  replacement  of  blood. 

Categories  of  records,  in  the  system:  Blood  donation  records. 
Blood  replacement  requirement  records. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Emergency  blood 
request  by  blood  type,  recognition  and  identification  of  donors,  and 
replacement  of  blood  provided  to  cover  individuals.  Records  are 
available  to  American  Red  Cross. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievahility:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  maimgerfs)  and  address:  Conunanding  officer  of  the  ac¬ 
tivity  in  question.  Sm  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  System  Manager. 

Record  source  categories:  AoKrican  Red  Cross,  blood  donors, 
hospitals,  persons  seeking  replacement  of  blood. 

Systenu  exempted  from  certain  provisions  of  the  act:  None 
NOOOll  J07 

System  name:  Combined  Federal  Campaign 

System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
activities. 

Categories  of  individuals  covered  hy  the  system:  All  assigned  per- 
soruiel. 

Categories  of  records  in  the  system:  Extracts  from  payroll  systems 
and  administrative  personnel  management  systems.  Contributor 
cards. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Management  of  Com¬ 
bined  Federal  Campaign.  Data  released  to  campaign  coordinators. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

RetrievaMlity:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 


System  managerfs)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notificatioo  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  System  Manager. 

Record  source  categories:  Payroll  files,  administrative  personnel 
files,  contributors. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
NOOOll  JOS 

System  name:  Pet  Registration 

System  locatioa:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  of  the  Navy 
mailing  ^dresses. 

Categories  of  individuals  covered  by  the  system:  Owners  of  pets 
residing  on  Naval  property. 

Categories  of  records  in  the  system:  Owner’s  name  and  pet  tag. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  for  re^stra- 
tion  of  pets  to  ensure  appropriate  innoculations  and  assist  in  the 
identification  of  rightful  owners. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievahility:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managerfs)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  Sm  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procures:  The  agency’s  rules  for  contesting 
contents  and  appealii^  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (^tain^  from  the  System  Manager. 

Record  source  categories:  Veterinary  records  and  statements  pro¬ 
vided  by  pet  owners. 

Systems  exempted  from  certain  provisioos  of  the  act:  None 
NOOOll  J09 

System  name:  Administrative  Civilian  Personnel  Management 
System 

System  location:  Organizational  elements  of  the  Department  of 
the  Navy  as  indicated  in  the  directory  of  Department  ot  the  Navy 
activities. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees,  iiKluding  intennittents  and  consultants,  and  applicants  for 
civUian  employnwnt. 

Categories  of  records  in  the  system:  Identification,  location,  rou¬ 
tine  arid  emergency  assigrmments,  clearance,  educational  and  ex¬ 
perience  characteristics,  travel,  retention  group,  grade  and  series, 
retirement  category,  pending  actions,  awards,  property  custody, 
personnel  action  dates,  physical  handicaps  and  h^th  data, 
veterans  preference,  mutu^  aid  assosication  membership,  union 
membership,  r^ualificatiorts,  and  other  data  needed  for  persormel, 
line,  and  secunty  management.  ' 

Authority  for  maintmanre  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Preparation  of  rosters 
and  locators;  contact  with  appropriate  personnel  in  emergencies; 
determination  of  clearance  for  access  control;  bud^t  and  man¬ 
power  contitd;  minority,  employment,  and  occupation  statistics; 
labor  costing;  projection  of  retirement  losses;  control  of  personnel 
actions;  employment  verification  to  requesting  banking,  rental,  and 
credit  organizations;  travel  claim  control;  name  change  location; 
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checklist  prior  to  leaving  activity;  payment  of  mutual  aid  associa¬ 
tion  benefits;  employee  assessment;  training  management;  qualifica¬ 
tions  determinations;  and  similar  administrative  uses  requiring  per¬ 
sonnel  information.  Used  by  Navy  officials  who  have  need  of  the 
information  in  the  performance  of  their  duties  and  by  representa¬ 
tives  of  the  Civil  Service  Commission,  the  Comptroller  General,  the 
General  Services  Administration,  the  Attorney  General,  labor  or¬ 
ganizations  with  exclusive  recognition,  the  Senate  and  the  House  of 
Representatives  and  their  committees  and  subcommittees,  and  ar¬ 
bitrators  and  hearing  examiners  for  grievances  and  appeals.  In 
some  cases,  contractors  are  used  in  processing  this  data. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tape, 
magnetic  disc. 

Retrievability:  Name,  SSAN,  Case  number,  organization. 

Safeguards:  Access  provided  on  a  need  to  know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 

System  managerfs)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  directory  of  Department  of  the  Navy  mailing 
addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual,  employment  papers,  other 
records  of  the  organization,  official  personnel  jackets,  supervisors, 
official  travel  orders,  educational  institutions,  applications. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
N00013  A 

System  name:  JAG  Manual  Investigative  Records 

System  location:  Office  of  the  Judge  Advocate  General  (Code  21) 
Navy  Department  Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system:  Any  individual 
who  participated  in,  who  was  involved  in,  who  incurred  an  injury, 
disease,  or  death  in,  who  was  intoxicated  (drugs  or  alcohol)  during, 
before,  or  after,  or  who  had  an  interest  in  any  accident,  incident, 
transaction,  or  situation  involving  or  affecting  the  Department  of 
the  Navy,  naval  personnel,  or  any  procedure,  operation,  material, 
or  design  involving  the  Department  of  the  Navy. 

Categories  of  records  in  the  system:  The  records  contain  all  docu¬ 
mented  evidence  relevant  to  the  item  under  investigation,  together 
with  an  investigating  officer’s  report,  which  makes  findings  of  fact 
and  expresses  opinions  and  recommendations,  the  reviewing 
authority’s  actions  which  either  approved  or  modified  the  in¬ 
vestigating  officer’s  report  or  returned  the  entire  record  for  further 
investigation  or  remedial  action  to  perfect  the  record,  and,  the 
results  of  hearings  afforded  persons  who  incurred  injuries  and  dis¬ 
eases,  to  allow  them  to  explain  or  rebut  adverse  information  in  the 
record.  The  Judge  Advocate  General’s  correspondence  to  locate 
and  obtain  required  investigations  is  also  included  in  the  record. 
Some  records  contain  only  a  field  command’s  explanation  as  to 
why  investigation  is  not  required,  together  with  documents  per¬ 
tinent  to  this  lack  of  requirement.  Sonte  records  contain  only  an  ac¬ 
cident,  injury,  or  death  report,  prepared  for  the  Department  of  the 
Navy  by  the  Army,  Air  Force,  Coast  Guard,  or  other  agency  under 
reciprocal  agreements,  in  situations  where  the  Navy  or  Marine 
Corps  could  not  conduct  the  investigation. 

Authority  for  maintenaiice  of  the  system:  Requirement  that  en¬ 
listed  men  make  up  time  lost  due  to  misconduct  or  abuse  of  alcohol 
or  drugs  (  10  U.S.C.  972(5)  );  retirement  or  separation  for  physical 
disability  (10  U.S.C.  1201-1221);  Executive  Order  11476,  Manual  for 
Court-Martial,  par.  133b;  Uniform  Code  of  Military  Justice,  10 
U.S.C.  815,  832,  869,  873,  935,  936,  and  938-940;  Military  Claims 
Act  (10  U.S.C.  2733);  Foreign  Claims  Act  (10  U.S.C.  3724,  2734a, 
2734b);  Emergency  payment  of  claims  (10  U.S.C.  2736);  Non-scope 
claims  (10  U.S.C.  2737);  Duties  of  Secretary  of  the  Navy  (10  U.S.C. 
5031);  Duties  of  the  Office  of  the  Chief  of  Naval  Operations  (10 
U.S.C.  5081-5082,  5085-5088);  Duties  of  the  Bureaus  ai^  Offices  of 
the  Department  of  die  Navy  and  duties  of  the  Judge  Advocate 
General  (10  U.S.C.  5131-5153);  Duties  of  the  Commandant  of  the 
Marine  Corps  (U.S.C.  5201);  Reservist’s  disability  and  death 


benefits  (10  U.S.C.  6148);  Requirement  of  exemplary  conduct  (10 
U.S.C.  5947);  Promotion  of  accident  and  occupational  safety  by 
Secretary  of  the  Navy  (10  U.S.C.  7205);  Admiralty  claims  (10 
U.S.C.  7622-23);  Public  Vessels  Act  (46  U.S.C.  781-790);  Suits  in 
Admiralty  Act  (46  U.S.C.  741-752);  Admiralty  Extension  Act  (^ 
U.S.C.  740);  Transportation  Safety  Act  (49  U.S.C.  1901);  Federal 
Tort  Claims  Act  (28  U.S.C.  1346,  2671-2680);  Financial  liability  of 
accountable  officers  (31  U.S.C.  82  ,  89-92);  Military  Personnel  and 
Civilian  Employee’s  Claims  Act  of  1964,  as  amended  (31  U.S.C. 
240243);  Federal  Claim  Collection  Acts  (31  U.S.C.  71-75,  951-953); 
Forfeiture  of  pay  for  time  lost  due  to  incapacitation  caused  by  al¬ 
cohol  or  drug  use  (37  U.S.C.  802);  Eligibility  for  certain  veterans 
benefits  (38  U.S.C.  105);  Postal  claims  (39  U.S.C.  712);  Medical 
Care  Recovery  Act  (42  U.S.C.  2651-2653);  General  authority  to 
maintain  records  (5  U.S.C.  301);  Records  management  by  agency 
heads  (44  U.S.C.  3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catho¬ 
lics  of  users  and  the  purposes  of  such  uses:  JAG  Manual  Investiga¬ 
tive  Records  are  used  internally  within  the  Department  of  the  Navy 
as  bases  for  evaluating  procedures  operations,  material,  and  designs 
with  a  view  to  improving  the  efficiency  and  safety  of  the  Depart¬ 
ment  of  the  Navy;  determinations  concerning  status  of  personnel 
regarding  disability  benefits,  entitlements  to  pay  during  periods  of 
disability,  severance  pay,  retirement  pay,  increases  of  pay  for  lon¬ 
gevity,  survivors’  benefits,  and  involuntary  extensions  of  enlist¬ 
ments,  dates  of  expiration  of  active  obligated  service  and  accrual  of 
annual  leave;  determinations  concerning  relief  of  accountable  per¬ 
sonnel  from  liability  for  losses  of  public  funds  or  property;  deter¬ 
minations  pertaining  to  disciplinary  or  punitive  action  and  evalua¬ 
tion  of  petitions,  grievances,  and  complaints;  adjudication,  pursuit, 
or  defense  of  claims  for  or  against  the  Government;  and  public  in¬ 
formation  releases.  Records  of  such  investigations  are  routinely 
furnished  to  the  Veterans  Administration  for  use  in  determinations 
concerning  entitlements  to  veterans  and  survivors’  benefits;  to  Ser¬ 
vicemen’s  Group  Life  Insurance  administrators  for  determinations 
concerning  payment  of  life  insurance  proceeds;  to  the  U.S.  General 
Accounting  Office  for  purposes  of  determinations  concerning  relief 
of  accountable  personnel  from  liability  for  losses  of  public  funds 
and  related  fiscal  matters;  to  the  Department  of  Justice  for  use  in 
litigatiop  involving  the  Government;  to  agents  and  authorized 
representatives  of  persons  involved  in  the  incident,  for  use  in  legal 
or  administrative  matters;  to  contractors  for  use  in  connection  with 
settlement,  adjudication,  or  defense  of  claims  by  or  against  the 
Government,  and  for  use  in  design  and  evaluation  of  products,  ser¬ 
vices,  and  systems;  to  agencies  of  the  Federal,  State,  or  locsd  law 
enforcement  authorities,  court  authorities,  administrative  authori¬ 
ties,  and  regulatory  authorities,  for  use  in  cormection  with  civilian 
and  military  criminal,  civil,  administrative,  and  regulatory 
proceedings  and  actions.  Additionally,  these  records  may  be 
furnished  to  other  components  of  the  Department  of  Defense  in 
connection  with  the  above-stated  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  F^per  documents  stapled  together  (with  real  evidence,  if 
any,  attached)  in  paper  file  folders  and  stored  in  metal  file  cabinets, 
on  shelves,  and  in  cardboard  boxes. 

Retrievability:  Records  are  filed  in  calendar  year  groupings  by 
surname  of  individual,  bureau-  number  of  aircr^t,  name  of  ship, 
hull  number  of  unnam^  watercraft,  or  vehicle  number  of  Govern¬ 
ment  vehicles.  Incidents  are  topicaUy  cross-referenced. 

Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  spaces  in  which  the  file  cabinets  and  storage 
devices  are  located  are  locked  outside  official  working  hours. 

Retention  and  disposal:  The  records  are  retained  permanently.  All 
naval  activities  which  prepare  JAG  Manual  Investigative  Records, 
or  which  are  intermediate  addresses,  typically  retain  duplicate  co¬ 
pies  in  local  files  for  a  two-year  period. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law)  Office  of  the  Judge  Advocate  General  Navy 
Department  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  system  manager.  The  request  must  contain  the  fol¬ 
lowing:  (a)  an  adequate  description  of  the  individual  about  whom 
the  record  is  retained  (e.g.,  fuU  name,  date  of  birth,  etc.);  (b)  the 
calendar  year  to  be  searched,  and  the  approximate  date  of  the  in¬ 
cident  wluch  was  the  subject  of  the  investigation;  (c)  a  signed  and 
notarized  statement  of  the  identity  of  the  requester;  (d)  the  present 
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mailing  address  of  the  requester,  including  ZIP  code;  (e)  the 
present  daystime  telephone  number  of  the  requester,  including  area 
code;  (f)  the  request  must  be  signed  by  the  individual.  No 
telephone  inquiries  will  be  processed. 

Record  access  procedures:  Requests  from  individuals  for  access 
should  be  addressed  to  the  system  manager.  The  request  must  in¬ 
clude  a  signed  and  notarized  statement  of  identity.  Personal  visits 
may  be  made  to: 

Office  of  the  Judge  Advocate  General  (Code  21) 

Investigations  Division 
Room  2516,  Navy  Annex 
Navy  Department 
Washington.  D.C.  20370 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appeaUng  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  system 
manager. 

Record  source  categories:  Records  of  JAG  Manual  Investi^tions 
are  compilations  of  evidence,  information,  and  data  concerning  the 
circumstances  of  incidents,  accidents,  events,  transactions,  and 
situations,  prepared  by  administrative  fact-finding  bodies  for 
utilization  by  proper  authorities  in  making  determinations,  deci¬ 
sions,  or  evaluations  relating  to  the  matters  under  investi^tion. 
Records  may  contain:  (1)  testimony  or  statements  of  individuals 
who  are  parties  to  the  investigations,  witnesses,  and  others  having 
pertinent  knowledge  concerning  matters  under  investigation;  (2) 
documentary  evidence,  typically  including  records  and  reports  of 
ntilitary  or  Federal,  State,  or  foreign,  civilian  law-enforcement  in¬ 
vestigative,  judicial,  or  corrections  authorities;  medical  records  and 
reports,  investigations  and  accident  and  injury  reports  prepared  by 
F^eral,  State,  or  foreign  governmental  agencies  or  other  organiza¬ 
tions  or  persons;  court  records  and  other  public  records;  official 
logs  and  other  official  naval  records;  letters  and  correspondence; 
personnel,  pay,  and  medical  records;  financial  records,  receipts, 
and  cost  estimates;  publications,  and  other  pertinent  documents  and 
writings;  (3)  pertinent  real  evidence;  and  (4)  pertinent  demonstra¬ 
tive  evidence. 

Systems  exempted  from  certain  provisioas  of  the  act:  None. 

N00013  0 

System  name:  Roster,  Naval  Reserve  Law  Companies 

System  location:  Office  of  the  Judge  Advocate  General  (Code  62) 
Department  of  the  Navy,  Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system:  Listing  of  law 
program  officers  in  Naval  districts  having  cognizance  over  Reserve 
affairs;  listing  of  Naval  Legal  Service  Offices;  listing  of  the  staff  of 
the  Director,  Naval  Reserve  Law  Programs;  listing  of  Naval 
Reserve  Law  Company  commanding  officers;  and  listing  of  mem¬ 
bers  of  the  law  companies. 

Categories  of  records  in  the  system:  Roster  contains  names  and  lo¬ 
cations  of  personnel  associated  with  Naval  Reserve  Law  Programs; 
names  of  members  of  law  companies,  social  security  number,  rank, 
home  and  office  addresses,  name  of  spouse,  and  telephone  num¬ 
bers. 

Authority  for  maintenance  of  the  system:  10  USC  806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  roster  is  issued  for 
the  purpose  of  facihtating  and  promoting  liaison  between  Naval 
Reserve  Law  Companies,  law  program  officers,  the  Director,  Naval 
Reserve  Law  Programs,  and  his  staff,  and  the  Navy’s  legal 
assistance  program.  It  is  an  essential  publication  for  use  by  legal 
assistance  officers  throughout  the  Navy.  It  apprises  Naval  Reserve 
officers  of  the  locations  of  Reserve  units  in  order  that  they  may 
participate  in  the  reserve  law  programs.  These  rosters  may  be 
furnished  to  other  components  of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 

Retrievability:  By  names  of  members  and  location  of  Reserve 
units. 

Safeguards:  Records  are  maintained  under  the  control  of 
authorized  personnel  during  working  hours;  the  office  space  in 
which  the  rosters  are  maintained  is  locked  outside  official  working 
hours. 

Retention  and  disposal:  Rosters  are  retained  for  approximately 
two  years  and  destroyed  when  a  new  edition  is  published. 


System  nuuuiger(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  I^w)  Office  of  the  Judge  Advocate  General  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager.  Written  requests  must  be  signed  by  the  requesting 
individual. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager.  Personal  visits  may  be  made  to: 
Judge  Advocate  General’s  Personnel  Office 
Office  of  the  Judge  Advocate 
Room  2433,  Navy  Annex 
Arlington,  Virginia 

Contesting  record  procedures:-  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Information  is  received  from  Reserve 
officers  who  participate  in  the  Naval  Reserve  Law  Programs.  ^ 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013  1 

System  name:  General  court-martial  records  of  trial. 

System  location:  Office  of  the  Judge  Advocate  General  (Code  20), 
Navy  Department,  Washington,  D.  C.  20370.  Records,  three  years 
old  or  older,  are  stored  at  the  Federal  Records  Center,  Suitland, 
Maryland  20409. 

Categories  of  individuals  covered  by  the  system:  Active  duty  Navy 
and  Marine  Corps  personnel  tried  by  general  court-martial. 

Categories  of  records  in  the  system:  General  court-martial  records 
of  trial. 

Authority  for  maintenance  of  the  system:  10  USC  865  and  S  USC 
301. 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Public  Record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Files  are  kept  by  Navy  court-martial  number  and 
each  case  is  cross-referenced  by  an  index  card  which  is  filed  in 
alphabetical  order  according  to  the  last  name  of  the  individual  con¬ 
cerned. 

Safeguards:  Files  are  maintained  in  file  cabinets  under  the  control 
of  authorized  personnel  during  working  hours;  the  office  space  in 
which  the  file  cabinets  are  located  is  locked  outside  official  work¬ 
ing  hours. 

Retention  and  disposal:  Records  are  maintained  in  office  for  three 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  by  written 
request  which  adequately  identifies  the  system  of  records  and  the 
individual  about  whom  the  record  is  kept  (i.e.,  full  name  and  date 
of  trial  of  individual  concerned).  The  written  request  must  be 
signed  by  the  requesting  individual.  Personal  visits  may  be  made  to 
the  Military  Justice  Division,  Office  of  the  Judge  Advocate 
General,  Room  2518,  Navy  Annex,  Arlington,  Virginia.  Individuals 
making  such  visits  should  be  able  to  provide  some  acceptable 
identification,  e.g..  Armed  Forces  identification  card,  driver’s 
license,  etc. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  c^tain^  from  the  system  manager. 

Record  source  categories:  Proceedings  by  a  general  court-martial. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013  11 

System  name:  Determinations  on  Origins  of  Disabilities  For  Which 
Military  Members  Have  Retired 

System  location:  Office  of  the  Judge  Advocate  General  (Code  1 3), 
Navy  Department,  Washington,  D.C.  20370. 
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Categories  of  individuals  covered  by  the  svstem:  Retired  or  former 
members  of  the  Navy  or  Marine  Corps  who  have  been  placed  on 
the  Temporary  Disability  Retired  List  or  Permanent  Disability 
Retired  List  and  who  have  subsequently  obtained  or  applied  for 
Federal  civilian  employment. 

Categories  of  records  in  the  system:  Requests  originated  by  in- 
dividu^s  concerned  or  any  federal  agencies  employing  such  in¬ 
dividuals;  Bureau  of  Medicine  and  Surgery  historical  narratives  and 
opinions  concerning  the  origins  of  disabilities  of  individuals  on 
whom  determinations  have  been  requested;  copies  of  Judge  Ad¬ 
vocate  General  determinations;  and  related  correspondence. 

Authority  for  maintenaiice  of  the  system:  S  U.S.C.  3S02(a), 
6303(a).  8332(c); 

5  U.S.C.  301; 

44  u  s  e.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  as 
the  basis  for  determinations  concerning  the  eligibility  of  individuals 
of  the  above-described  category  to  certain  benefits  connected  with 
Federal  civilian  employment  available  to  those  disabled  in  combat 
with  enemies  of  the  United  States  or  having  disabilities  caused  by 
instrumentalities  of  war  during  periods  of  war.  Determinations  are 
rendered,  upon  request,  to  any  Federal  agencies  employing  mem¬ 
bers  who  retired  from  the  naval  service  for  disability.  The  informa¬ 
tion  may  be  furnished  to  other  components  of  the  Department  of 
Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  By  name  of  individual. 

Safeguards:  Files  are  maintained  in  file  cabinets  under  the  control 
of  authorized  personnel  during  working  hours;  the  office  space  in 
which  the  file  cabinets  are  located  is  locked  outside  official  work¬ 
ing  hours. 

Retention  and  disposal:  Records  are  permanent  and  are  retained 
indefinitely  in  the  Office  of  the  Judge  Advocate  General. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  C^neral,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  System  Manager  stating  the  full  name  of  the  in¬ 
dividual  concerned  and  the  approximate  date  on  which  relief  was 
requested.  Written  request  must  be  signed  by  the  requesting  in¬ 
dividual.  Visits  may  be  made  to: 

The  Administrative  Law  Division  (Code  1 3) 

Office  of  the  Judge  Advocate  General 
Room  2511,  Navy  Annex 
Arlington,  Virginia 

Armed  forces  identification  card  or  state  driver’s  license  is 
required  for  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  System 
Manager. 

Record  source  categories:  Employment  information  in  the  system 
is  submitted  by  the  individuals  concerned  or  the  Federal  agencies 
employing  them.  Medical  information  in  the  system  is  obtained 
from  the  individuals’  medical  records,  physical  evaluation  board 
records,  and  service  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013  12 

System  name:  Relief  of  Accountable  Personnel  From  Liability  For 
Losses  of  Public  Funds 

System  location:  Office  of  the  Judge  Advocate  General  (Code  13), 
Navy  Department,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Accountable 
Navy  and  Marine  Corps  nulitary  and  civilian  ^sbursing  personnel 
and  collection  agents  who  request  relief  from  liability  for  losses  of 
public  funds  in  their  custody. 

Categories  of  records  in  the  system:  Copies  of  requests  submitted 
by  individuals  of  the  above-stated  category  for  grant  of  relief  from 
liability,  together  with  information  volunt^y  furnished  by  the  af¬ 


fected  individuals  concerning  U.e  circumstances  of  losses  of  funds 
in  their  custody,  and  additional  information  derived  from  investiga¬ 
tory  and  audit  reports  and  comments  of  forwarding  endorsers  con¬ 
cerning  circumstances  of  losses. 

Authority  for  maintenance  of  the  system:  31  U.S.C..9Sa.,  82a-l, 
82a-2; 

5  U.S.C.  301 

44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  as 
the  basis  for  determinations  within  the  Department  of  the  Navy  and 
the  U.S.  General  Accounting  Office  as  to  whether  the  circum¬ 
stances  of  particular  losses  of  public  funds  warrant  granting  ac¬ 
countable  individuals’  requests  for  relief  from  liability.  This  infor¬ 
mation  may  be  furnished  to  other  components  of  the  Department  of 
Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  By  name  of  individual  requesting  relief. 

Safeguards:  Files  are  maintained  in  file  cabinets  under  the  control 
of  personnel  during  working  hours;  the  office  space  in  which  the 
file  cabinets  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Records  are  permanent  and  are  retained 
indefinitely  in  the  Office  of  the  Judge  Advocate  General.  However, 
after  three  years,  name  indexes  are  destroyed,  eliminating  the  capa¬ 
bility  for  retrieval  by  the  names  of  individuals.  Thereafter,  they  are 
retrievable  only  by  topical  indexes  arranged  according  to  the  legal 
issues  involved. 

System  manageris)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 

Notifkation  procedure:  Information  may  be  obtained  by  written 
request  to  the  system  manager  stating  the  fuU  name  of  the  in¬ 
dividual  concerned  and  the  approximate  date  on  which  relief  was 
requested.  Written  requests  must  be  signed  by  the  requesting  in¬ 
dividual.  Visits  may  be  made  to:  The  Administrative  Law  Division, 
Office  of  the  Judge  Advocate  General,  Room  2511,  Navy  Annex, 
Arlington,  Virginia.  Armed  Forces  identification  card  or  state 
driver’s  license  is  required  for  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  system 
manager. 

Record  source  categories:  Information  in  the  system  is  furnished 
partly  by  the  individual  requesting  relief,  and  is  supplemented  by 
reports  of  Department  of  the  Navy  audits  and  investi^tions  per¬ 
taining  to  the  particular  losses  of  funds  involved.  Additional  ampli¬ 
fying  information  is  typically  furnished  by  officers  forwarding 
requests  to  the  Secretary  of  the  Navy. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE. 

N00013  13 

System  name:  Conflicts  of  interest  and  employment  activities. 

System  location:  Office  of  the  Judge  Advocate  General  (Code  13), 
Navy  Department,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Active  duty, 
reserve,  or  retired  military  personnel  and  present  and  former 
civilian  employees  of  the  Navy  or  Marine  Corps  who,  by  reason  of 
their  own  inquiries  or  inquiries  or  complaints  of  Department  of  the 
Navy  or  other  Federal  officials  or  other  appropriate  persons,  have 
been  the  subject  of  correspondence  with  the  Judge  Advocate 
General  concerning  the  legality  of  outside  Federal,  State,  or  private 
employment  or  financial  interests,  dual  Federal  employment,  post¬ 
retirement  employment,  defense  related  employment,  or  foreign 
employment;  acceptance  of  gifts,  gratuities,  or  benefits  from 
Government  cntractors,  foreign  governments,  or  other  sources,  or 
other  possible  violations  of  Federal  conflicts-of-interest  or  stan- 
dards-of-conduct  laws  or  regulations. 

Categories  of  records  in  the  system:  Correspondence  from,  to,  or 
concerning,  individuals  of  the  above  stated  category  regarding  thier 
current,  past,  or  prospective  outside  Federal,  State,  or  private  em¬ 
ployment;  defense-related  employment;  post-retirement  employ¬ 
ment;  foreign  employment;  duid  Federal  employment;  acceptance 
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of  ^ifts,  gratuities,  or  benefits  from  Government  contractors, 
foreign  governments,  or  other  questionable  sources;  or  other  possi¬ 
ble  violations  of  conflicts-of-interest  or  standards-of-conduct  laws 
or  regulations.  Additionally,  such  records  sometimes  include  copies 
of  statements  of  employment  submitted  by  retired  military  person¬ 
nel  to  the  Navy  Finance  Center  and  referred  to  the  Jud^e  Advocate 
General  for  review  and  further  action,  and  copies  of  investigative 
reports  concerning  suspected  violations  of  pertinent  laws  or  regula¬ 
tions. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  3326,  SS32;  10 
U.S.C.  973,  974,  1032,  6223; 

18  U.S.C.  202,  203,  205,  207,  209,  219,  281,  283; 

37  U.S.C.  801; 

U.S.  Const.,  Art.  I,  9,  cl  8; 

5  U.S.C.  301; 

44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  as 
the  basis  for  advisory  opinions  on  the  legality  of  employment  ac¬ 
tivities,  financial  interests,  and  the  related  conflicts-of-interest  and 
I  standards-of-conduct  questions  described  above.  Information  may 

i  be  furnished  to  other  components  of  the  Department  of  Defense, 

I  the  U.S.  General  Accounting  Office,  the  Department  of  Justice, 

and  the  Civil  Service  Commission  in  instances  of  suspected  viola- 
I  tions  of  pertinent  laws  or  regulations. 

I  Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 

I  and  disposing  of  records  in  the  system: 

I  Storage:  Records  are  maintained  in  file  folders. 

Retrievahility:  By  name  of  individual. 

Safeguards:  Files  are  maintained  in  file  cabinets  under  the  im¬ 
mediate  control  of  authorized  personnel  during  working  hours;  the 
office  space  in  which  the  file  cabinets  are  located  is  locked  outside 
official  working  hours. 

Retention  and  disposal:  Records  are  permanent  and  are  retained 
indefinitely  in  the  Office  of  the  Judge  Advocate  General.  However, 
after  five  years,  name  indexes  are  destroyed,  eliminating  the  capa¬ 
bility  for  retrieval  by  the  names  of  individuals.  Thereafter,  they  are 
retrievable  only  by  topical  indexes  arranged  according  to  the  legal 
issues  involved. 

^  System  managerfs)  and  address:  Assistant  Judge  Advocate 

General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  system  manager  stating  the  full  name  of  the  in¬ 
dividual  concerned.  Written  requests  must  be  signed  by  the 
requesting  individual.  Visits  may  be  made  to:  Administrative  Law 
Division  (Code  13),  Office  of  the  Judge  Advocate  General,  Room 
2511,  Navy  Annex,  Arlington,  Virginia.  Armed  Forces  identifica¬ 
tion  card  or  State  driver's  license  is  required  for  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  sstem 
manager. 

Record  source  categories:  Information  in  the  system  is  furnished 
by  the  individual  and  is  supplemented  by  correspondence  from 
Federal  officials;  current,  past,  and  prospective  employers;  other 
interested  persons  regarding  possible  conflicts  of  interest  and  em¬ 
ployment  activities;  and  by  investigations  pertaining  to  particular 
suspected  violations.  Additional  information  in  the  form  of  state¬ 
ments  of  employment  is  forwarded  by  officers  of  the  Navy  Finance 
Center  to  the  Judge  Advocate  General  for  review  and  further  ac¬ 
tion. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE. 

N(N)013  17 

System  name:  Summary  courts-martial  and  non-bad  conduct 
discharge  courts-martial-navy  and  marine  corps 

System  location:  Records  are  retained  for  two  years  after  final  ac¬ 
tion  by  appropriate  officers  having  supervisory  authority  over  shore 
activities.  Records  are  retained  for  three  months  after  final  action 
by  appropriate  officers  having  supervisory  authority  over  fleet  ac¬ 
tivities,  including  Fleet  Air  Wings  and  Fleet  Marine  Forces.  After 
the  two  years  or  three  month  retention  period,  as  appropriate,  the 
records  are  transferred  to  the  National  Personnel  Records  Center, 


GSA  (Military  Personnel  Records),  9700  Page  Boulevard,  St.  Louis, 
Missouri  63132. 

Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
Corps  enlisted  personnel  tried  by  summary  courtmartial  or  by  spe¬ 
cial  court-martid  which  did  not  result  in  a  bad  conduct  discharge. 

Categories  of  records  in  the  system:  Summary  court-martial  and 
non-bad  conduct  discharge  specif  court-martial  records  of  trial. 

Authority  for  maintenance  of  the  system:  10  U.S.C.  865,  5  U.S.C. 
301,  and  Executive  Order  No.  11476  of  June  19,  1%9,  as  amended 
by  Executive  Order  No.  1 1835  of  January  27,  1975,  paragraph  94b  ( 
manual  for  courts-martial,  1969  (rev.) ) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Public  record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievahility:  Type  of  court-martial,  date,  command  which  con¬ 
vened  the  court-martial,  name  of  individual  defendant,  and  com¬ 
mand  which  completed  the  supervisory  authority’s  action. 

Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  the  control  of  authorized  personnel  during  woricing 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Records  are  retained  for  two  years  after 
final  action  by  officers  having  supervisory  authority  over  shore  ac¬ 
tivities,  and  for  three  months  by  officers  having  supervisory 
authority  over  fleet  activities.  At  the  termination  of  the  appropriate 
retention  period,  records  are  forwarded  for  storage  to  the  National 
Personnel  Records  Center,  GSA  (Military  Personnel  Records),  9700 
Page  Boulevard,  St.  Louis,  Missouri  63132.  Records  are  destroyed 
15  years  after  final  action  has  been  taken. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  De¬ 
partment  of  the  Navy,  Washington,  D.C.  20370,  by  written  request 
including  the  full  name  of  the  individual  concerned,  the  type  of 
court-martial  (summary  or  special),  the  name  of  the  conunand 
which  held  the  court-martial,  and  the  date  of  the  court-martial 
proceedings.  Written  requests  must  be  signed  by  the  requesting  in¬ 
dividual.  Personal  visits  may  be  made  to  the  Military  Justice  Divi¬ 
sion,  Office  of  the  Judge  Advocate  General,  room  2518,  Navy 
Annex,  Arlington,  Virginia.  Individuals  making  such  visits  should 
be  able  to  provide  some  acceptable  identification,  e.g.  Armed 
Forces  identification  cards,  driver’s  license,  etc. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Proceedings  of  sununary  courts-martial 
and  special  courts-martial  which  did  not  result  in  a  bad  conduct 
discharge.  ^ 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N(NW13  2 

System  name:  Special  courts-martial  resultii^  in  bad  conduct 
discharges  or  concerning  commissioned  officers. 

System  location:  Office  of  the  Judge  Advocate  General  (Code  20), 
Navy  Department,  Washington,  D.  C.  20370.  Records,  three  years 
old  or  older,  are  stored  at  the  Federal  Records  Center,  Suitland, 
Maryland  20^. 

Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
Corps  personnel  tried  by  special  court-maHial  and  awarded  a  bad 
conduct  discharge,  and  all  Navy  and  Marine  Corps  commissioned 
officers  tried  by  special  court-martial. 

Catemries  of  records  In  the  system:  Special  court-martial  which 
resulted  in  a  bad  conduct  discharge,  or  involving  commissioned  of¬ 
ficers. 

Authority  for  nudntenance  of  the  system:  10  U.S.C.  865,  5  U.S.C. 
301  and  Executive  Order  No.  11476  of  June  19,  1%9,  as  amended 
by  Executive  Order  No.  11835  of  January  27,  1975,  paragraph  94b  ( 
manual  for  courts-martial,  1969  (rev.) ) 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Public  Record. 
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Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stors^:  File  folders. 

Retrievabillty:  Files  are  kept  by  Navy  court-martial  number  and 
each  case  is  cross-referenced  by  an  index  card  which  is  filed  in 
alphabetical  order  according  to  the  last  name  of  the  individual  con¬ 
cerned. 

Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  woricing  hours. 

Retention  and  dispasal:  Records  are  maintained  in  office  for  three 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  manageris)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370. 

Nodfkatioo  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington,  D. 
C.  20370,  by  written  request  stating  full  n^e,  and  date  of  trial  of 
the  individual  concerned.  Written  requests  must  be  signed  by  the 
requesting  individual.  Personal  visits  may  be  made  to  the  Military 
Justice  Division,  Office  of  the  Judge  Advocate  General,  Room 
2518,  Navy  Annex,  Arlington,  Virginia.  Individuals  making  such 
visits  should  be  able  to  provide  some  acceptable  identification,  e.g. 
Armed  Forces  identification  card,  driver’s  license,  etc. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Special  court-martial  proceedings. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE. 

N00013  3 

System  name:  Article  138  Complaint  of  Wrongs 

System  location:  Office  of  the  Judge  Advocate  General  (Code  20), 
Navy  Department,  Washington,  D.C.  20370.  Complaints,  three 
years  old  or  older,  are  stored  at  the  Federal  Records  Center,  Suit- 
land,  Maryland  20409. 

Categories  of  individuals  covered  by  the  system:  Active  duty  Navy 
and  Marine  Corps  personnel  who  have  submitted  complaints  of 
wrong  pursuant  to  Article  138,  UCMJ,  which  have  been  forwarded 
to  the  Secretary  of  the  Navy  for  final  review  of  the  complaint  and 
the  proceedings  had  thereon. 

Categories  of  records  in  the  system:  The  complaint  and  aU 
proceedings  had  thereon. 

Authority  for  maintenance  of  the  system:  Article  138,  Uniform 
Code  of  Military  Justice,  (10  U.S.C.  938). 

Routine  usm  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  No  routine  use  after 
complaint  is  resolved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Files  are  kept  in  alphabetical  order  according  to 
last  name  of  the  individual  concerned. 

Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  control  of  authorized  personnel  during  working 
hours;  the  office  spaces  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  office  working  hours. 

Retention  and  disposal:  Complaints  are  maintained  in  office  for 
three  years  and  then  forwarded  to  the  Federal  Records  Center, 
Suitland,  Maryland  20409  for  storage. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
(jeneral  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington, 
D.C.  20370.  Information  may  be  obtained  by  written  request  to  the 
Judge  Advocate  General  stating  full  name  and  the  approximate  date 
the  complaint  was  submitted  for  review  if  known.  Written  requests 
must  be  signed  by  the  requesting  individual.  Personal  visits  may  be 


made  to  the  Military  Justice  Division,  Office  of  the  Judge  Advocate 
General,  room  2518,  Navy  Annex,  Arlington,  Virginia.  Individuals 
making  such  visits  should  be  able  to  provide  some  acceptable 
identification,  e.g.  Armed  Forces  identification  card,  driver’s 
license,  etc. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  records  are  comprised  of  the  fol¬ 
lowing  source  materi^s:  (I)  complaint  of  wrongs;  (2)  results  of  ex¬ 
amination  into  complaint  of  wrongs  by  the  general  court-martial 
authority;  and  (3)  final  review  action  by  the  Secretary  of  the  Navy. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013  4- 

System  name:  Article  69  Petitions 

System  location:  Office  of  the  Judge  Advocate  General  (Code  20), 
Navy  Department,  Washington,  D.C.  20370.  Petitions  three  years 
old  or  older  are  stored  at  the  Federal  Records  Center,  Suitland, 
Maryland  20409. 

Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
Coips  personnel  who  were  tried  by  courts-martial  which  were  not 
reviewed  by  the  Navy  Court  of  Military  Review  and  when  such 
service  member  has  petitioned  the  Judge  Advocate  General  pur¬ 
suant  to  Article  69,  Uniform  Code  of  Military  Justice,  for  review. 

Categories  of  records  in  the  system:  Files  contain  individual  ser¬ 
vice  member’s  petition  together  with  all  forwarding  endorsements 
and  copy  of  action  taken  by  the  Judge  Advocate  General  with  sup¬ 
porting  memorandum. 

Authority  for  maintenance  of  the  system:  Article  69,  Uniform 
Code  of  Military  Justice  (10  USC  869). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Public  record. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Records  are  maintained  in  chronological  calendar 
order  with  alphabetical  cross-referencing  system. 

Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  spaces  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Records  are  maintained  in  office  for  three 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington, 
D.C.  20370.  Information  may  be  obtained  by  written  request  to  the 
Judge  Advocate  General  stating  full  name  of  the  individual  con¬ 
cerned.  Written  requests  must  be  signed  by  the  requesting  in¬ 
dividual.  Personal  visits  may  be  made  to  the  Military  Justice  Divi¬ 
sion,  Office  of  the  Judge  Advocate  General,  room  2518,  Navy 
Annex,  Arlington,  Virginia.  Individuals  making  such  visits  should 
be  able  to  provide  some  acceptable  identification,  e.g.  Armed 
Forces  identification  card,  driver’s  license,  etc. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  The  records  comprise  the  following 
source  materials:  (1)  petitions  for  relief,  (2)  forwarding  endorse¬ 
ments  thereon  by  petitioner’s  commanding  officer  and  conven¬ 
ing/supervisory  authorities  of  court-martial  (above  information  is 
omitted  if  petitioner  is  former  service  member),  and  (3)  action  of 
the  Judge  Advocate  General  on  petition. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013  5 

System  name:  Court-martial  statistics. 
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System  locatioa:  Magnetic  tape  held  at  Naval  Command  Systems 
Support  Activity,  Production  Code  60.1,  room  4002,  building  1%, 
Washington  Navy  Yard,  Washington,  D.C.  20360.  Source  document 
(NAVJAG  S813/1)  held  in  Promulgation  and  Statistics  Branch,  Of¬ 
fice  of  the  Judge  Advocate  General,  Navy  Department,  Washing¬ 
ton,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
Corps  personnel  tried  by  general  courts-martial  and  by  special 
courts-martial  when  the  special  court-martial  sentence  as  finaUy  ap¬ 
proved  includes  a  punitive  discharge. 

Categories  of  records  in  the  system:  Court-martial  information  on 
special  courts-martial  if  sentence  as  finally  approved  includes  a  pu- 
mtive  discharge  and  all  general  courts-martuJ  including  name,  so¬ 
cial  security  number,  pleas,  convening  authority  action,  supervisory 
authority  action,  and  Court  of  Military  Review  action.  Information 
available  from  1970  to  present  only. 

Authority  for  maintenance  of  the  system:  S  USC  301 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^ovide  statistical  infor¬ 
mation  on  general  and  bad  conduct-discha^e  special  courts-martial 
to  governmental,  public,  and  private  organizations  and  individuals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape  and  source  documents  (NAVJAG  3813/1) 
if  file  folders. 

Retrievability:  Name  and  social  security  number  or  Navy  court- 
martial  number. 

Safeguards:  Tapes  stored  in  secret  vault.  Without  project  code 
number,  tape  can  neither  be  read  nor  added  to.  Only  person  who 
has  code  number  is  Project  Code  Officer.  Source  documents  are 
filed  in  file  cabinets  which  are  located  in  an  office  which  is  under 
observation  during  working  hours  and  is  locked  at  night.  The  office 
is  located  in  a  secure  budding  which  is  surrounded  by  a  guarded 
fence.  The  budding  is  guarded  24  hours  a  day,  and  admission  is  al¬ 
lowed  only  to  personnel  on  official  business  and  authorized  visi¬ 
tors. 

Retention  and  disposal:  Idefinite. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civd  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington, 
D.C.  20370.  Information  may  be  obtained  by  written  request  to  the 
Judge  Advocate  General  stating  full  name,  date  of  trial  (if  known), 
date  of  discharge  and  type  of  discharge  of  the  individual  concerned. 
Written  requests  must  signed  by  the  requesting  individual.  Per¬ 
sonal  visits  may  be  made  to:  The  Military  Justice  Division,  Office 
of  the  Judge  Advocate  General,  Room  2518,  Navy  Annex,  Arling¬ 
ton,  Virginia.  Individuals  must  be  able  to  provide  some  acceptable 
identification,  e.g.  Armed  Forces  identUication  card,  dnver’s 
license,  etc. 

Record  acccs  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contestiug  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Form  NAVJAG  (Navy  Judge  Advocate 
General)  3813/1. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013  6 

System  name:  Ethics  file. 

System  location:  Office  of  the  Judge  Advocate  General  (Code  20), 
Navy  Department,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Civilian  and  mili¬ 
tary  lawyers  authorized  to  practice  before  a  court-martial  or  Navy 
Court  of  Military  Review  and  who  by  their  personal  or  professional 
conduct  have  demonstrated  that  they  are  so  lacking  in  competency, 
integrity  or  ethical  or  moral  character  as  to  be  unacceptable  as 
counsel  before  a  cdurt-martial  or  Navy  Court  of  Military  Review. 

Categories  of  records  in  the  system:  Reports  of  investigation,  cor¬ 
respondence,  and  court  papers  relating  to  the  complaint  brought 
against  attorneys. 

Autiiority  for  maintenance  of  the  system:  Manual  of  the  Judge  Ad¬ 
vocate  General,  section  0142,  and  3\JSC  301. 


Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  No  routine  use  after  file 
is  closed.  The  information  may  be  furnished  to  other  Department  of 
Defense  components  and  State  and  Federal  governmental  organiza¬ 
tions  before  they  are  closed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Files  are  kept  in  alphabetical  order  according  to 
the  last  name  of  the  attorney  concerned. 

Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Records  are  maintained  in  office  for  two 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  nuuiager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General,  Navy  Department,  Washington, 
D.C.  20370.  Information  may  be  obtain^  by  written  request  to  the 
Judge  Advocate  General  stating  full  name  of  the  individual  con¬ 
cerned.  Written  requests  must  be  signed  by  the  requesting  in¬ 
dividual.  Personal  visits  may  be  made  to  the  Military  Justice  Divi¬ 
sion,  Office  of  the  Judge  Advocate  General,  room  2318,  Navy 
Annex,  Arlington,  Virginia.  Individuals  maki^  such  visits  should 
be  able  to  provide  some  acceptable  identification,  e.g.  Armed 
Forces  identification  card,  driver’s  license,  etc. 

Record  access  procedures:  The  agency’s  rxiles  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Correspondence  from  military  judges, 
staff  judge  advocates,  judge  advocates,  and  other  military  person¬ 
nel;  correspondence  from  the  Judge  Advocates  General  of  other 
branches  of  the  Armed  Forces;  investigative  reports  from  Naval  In¬ 
vestigative  Service  offices;  correspondence  and  copies  of  court 
papers  from  civilian  authorities. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013  7 

System  name:  Litigation  Case  File 

System  location:  Office  of  the  Judge  Advocate  General,  Depart¬ 
ment  of  the  Navy,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  All  those  in¬ 
dividuals  who  have  brought  suit  against,  or  have  been  involved  in 
litigation  with  the  United  States  or  its  offeers  or  employees  con¬ 
cerning  matters  related  to  the  Department  of  the  Navy,  in  the 
Fedend  Civil  Court  System,  excepting  those  cases  arising,  in  ad¬ 
miralty,  or  patent,  under  the  Federal  Tort  Claims  Act,  and  all  mat¬ 
ters  under  the  responsibility  of  the  General  Counsel’s  Office. 

Categories  of  records  in  the  system:  All  pleadings,  motions,  briefs, 
orders,  decisions,  memoranda,  opinions,  supporting  documentation 
and  related  materials  involved  in  representing  the  United  States 
Navy  and  Marine  Corps  in  the  Federal  Court  System. 

Authority  for  maintenance  of  the  system:  3  U.S.C.  301,  10  U.S.C. 
5148,  and  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  collected  informa¬ 
tion  is  used  to  defend  the  Department  of  the  NAVY  IN  CIVIL 
suits  filed  against  it  in  the  Federal  Court  System.  Routine  users  of 
the  information,  in  addition  to  the  Litigation  Division,  Office  of  the 
Judge  Advocate  General  of  the  Navy,  are  the  [Apartment  of 
Justice  and  the  United  States  Attorneys  offices  assigned  to  the  par¬ 
ticular  case. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Retrievable  by  last  name  of  the  litigant. 

Safeguards:  Records  are  maintained  in  file  cabinets  accessible 
only  to  persons  responsible  for  servicing  the  record  system  in  per¬ 
forming  their  official  duties. 
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Retentioa  and  dinosal:  Retained  in  office  files  for  two  years, 
then  retired  to  Washington  National  Records  Center.  Washington, 
D.C.  20409;  detroy  10  years  after  final  action,  on  the  case. 

System  managerfs)  and  address:  Judge  Advocate  General,  Depart¬ 
ment  of  the  Navy,  Washington,  D.C.  20370 
NotificaUon  procedure:  Information  may  be  obtained  from  the 
system  manager. 

Record  access  procedures:  Access  is  not  permitted  to  this  system. 
See  5  U.3.C.C  552a  (d)  (5). 

Contesting  record  procedures:  The  Navy's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  system 
manager. 

Record  source  categories:  Navy  Military  Personnel  Records 
Center,  St.  Louise;  Department  of  Justice,  opposing  counsel. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013B 

System  name:  Article  73  petitions  for  new  trial. 

System  locathm:  Office  of  the  Judge  Advocate  General  (Code  20) 
Navy  Department.  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
Corps  personnel  who  submitted  petitions  for  new  trial  to  the  Judge 
Advocate  General  within  two  years  after  approval  of  their  court- 
martial  sentence  by  the  convening  authority  but  after  their  case  had 
been  reviewed  by  the  Navy  Court  of  Military  Review  or  Court  of 
Military  Appeals,  if  appropriate. 

Categories  of  records  in  the  system:  The  petition  for  new  trial,  the 
forwarding  endorsements  if  the  petition  was  submitted  via  the  chain 
of  command,  and  the  action  of  the  Judge  Advocate  General  on  the 
petition. 

Authority  for  maintenance  of  the  system:  Article  73,  Uniform 
Code  of  Military  Justice,  (10  U.S.C.  873). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  No  routine  use  after  ac¬ 
tion  taken  on  petition. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Files  are  kept  in  alphabetical  order  according  to 
the  last  name  of  the  individual  concerned. 

Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  the  control  of  authorized  personnel  dumg  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Records  are  maintained  in  office  for  two 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
of  the  Judge  Advocate  General.  Navy  Department,  Washington, 
D.C.  20370.  Information  may  be  obtained  by  written  request  stating 
full  name  of  the  individual  concerned.  Written  requests  must  be 
signed  by  the  requesting  individual.  Personal  visits  may  be  made  to 
the  Military  Justice  Division,  Office  of  the  Judge  Advocate 
General,  room  2518,  Navy  Annex,  Arlington,  Virginia.  Individuals 
should  have  the  following  items  of  identification:  drivers  license  or 
military  identification  cai^. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  records  are  comprised  of  the  fol¬ 
lowing  source  materials:  (1)  petitions  for  new  trial;  (2)  forwarding 
endorsements  thereon  by  petitioner's  commanding  ofricer  and  con- 
venin^supervisory  authorities  of  court-martial  (above  information 
is  omitted  if  petitioner  is  former  service  member);  and  (3)  action  of 
the  Judge  Advocate  General  on  petitions. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 
N00013C 

System  name:  Legal  Assistance  Card  Files 


System  location:  Typically  maintained  at  Naval  Legal  Service  Of¬ 
fices,  the  Naval  Leg^  Service  Branch  Offices,  and  any  command 
with  a  legal  assistance  office. 

Categoi^  of  individuals  covered  by  the  system:  Authorized  milita¬ 
ry  and  civilian  personnel  and  dependents  who  have  sought  legal 
assistance  from  a  legal  assistance  office  established  within  the  De¬ 
partment  of  the  Navy. 

Categories  of  records  in  the  system:  Legal  assistance  card  files 
typically  contain  client  identification  information,  e.g.,  name,  ad¬ 
dress,  duty  station,  telephone  numbers,  etc.,  client  description  of 
legal  problem,  attorney  classification  of  problem,  and  attorney  time 
expended. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301 ;  Manual  of 
the  Judge  Advocate  General,  1914;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Time-accounting  data  is 
extracted  from  the  card  files  for  preparation  of  perio^c  legal 
assistance  statistical  reports;  legal  assistance  attorneys  refer  to  the 
card  files  to  ascertain  previous  progress  achieved  toward  disposi¬ 
tion  of  the  case.  There  are  no  other  uses.  Internal  users  are  limited 
to  legal  assistance  attorneys  and  assigned  clerical  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Pre-printed  cards  stored  in  file  cabinets. 

Retrievability:  Filed  alphabetically  by  name  of  client. 

Safeguards:  Cards  are  maintained  in  file  cabinets  or  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  of  official  working  hours. 

Retention  and  disposal:  Two  years  after  disposition  of  the  case  or 
until  the  closing  of  the  legal  assistance  office,  then  destroyed. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  by  written 
request  which  adequately  identifies  the  system  of  records  and  the 
individual  about  whom  the  record  is  kept  (i.e.  full  name,  etc.);  the 
written  request  must  be  signed  by  the  requesting  individual. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  system  manager.  Written  requests  for  access 
should  contain  the  full  name  of  the  individual,  current  address  and 
telephone  number,  and  the  serial  code  of  any  prior  correspondence 
received  from  this  office  pertaining  to  the  request.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  e.g.,  driver's  license,  etc.,  and  give  some  verbal  in¬ 
formation  that  could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  system  manager. 

Record  source  categories:  Basic  information  contained  in  the  card 
files  is  provided  by  the  client;  information  concerning  the  ultimate 
disposition  of  the  case  and  time  expended  by  the  attorney  is  pro¬ 
vided  by  the  attorney. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013D 

System  name:  Federal  Tort  Claims  Files 

System  location:  Office  of  the  Judge  Advocate  General,  Offices 
of  the  Commandants  of  the  Naval  Districts,  Naval  Legal  Service 
Offices,  all  overseas  commands  with  a  Navy  Judge  Advocate 
General  Corps  Officer  or  a  Marine  Corps  judge  advocate  attached, 
and  the  Federal  Records  Center,  Suitland,  Maryland.  Local  com¬ 
mands  with  which  claims  under  the  Federal  Tort  Claims  Act  are  in¬ 
itially  filed  typically  retain  copies  of  such  claims  and  accompanying 
files.  Officii  mailing  addresses  of  these  locations  are  included  in 
the  Department  of  Diefense  Directory  in  the  appendix  to  this  notice. 

Categories  of  individuals  covered  by  the  system:  Any  individuals 
who  have  filed  claims  against  the  Navy  under  the  Federal  Tort 
Claims  Act. 

Categories  of  records  in  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  accident  reports,  medi¬ 
cal  and  dental  records,  x-rays,  allied  reports  (such  as  local  police 
investigations,  etc.),  photographs  drawings,  legal  memoranda, 
opinions  of  experts,  and  court  documents. 
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Authority  for  maintenance  of  the  system:  Federal  Tort  Claims  Act 
(28  U.S.C.  1346(b),  2671-2680);  32  C.F.R.  750.30-750.49;  5  U.S.C. 
30l;44U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  files  are  used  to 
evaluate  claims  for  purposes  of  adjudication  and  litigation.  The  files 
are  used  by  contractors  in  those  cases  in  which  they  indemnify  the 
United  States.  The  files  are  provided  to  the  Department  of  Justice 
to  defend  suits  brought  against  the  United  States  and  may  be 
furnished  to  other  components  of  the  Department  of  Defense.  The 
files  or  portions  thereof  may  be  furnished  to  the  claimant  or  his 
authorized  representative,  and  for  those  claims  for  which  payment 
is  determined  proper,  the  files  or  portions  thereof  may  be  provided 
to  the  Congress,  the  Department  of  Treasury,  the  Office  of 
Management  and  Budget,  and  the  General  Accounting  Office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices. 

Retrievability:  Filed  alphabetically  by  name  of  claimant. 

Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  managcr(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  l^w).  Office  of  the  Judge  Advocate  General  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  fgom  the 
System  Manager.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity.  Written  requests  must  be 
signed  by  the  requesting  individual. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager.  Written  requests  for  access 
should  contain  the  full  name  of  the  individual,  current  address  and 
telephone  number,  and  the  serial  code  of  any  prior  correspondence 
received  from  this  office  pertaining  to  the  request.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  e.g.  driver’s  license,  etc.,  and  give  some  verbal  infor¬ 
mation  that  could  be  verified  in  the  file. 

Couteidng  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  System  Manager. 

Record  source  categories:  The  sources  of  information  contained  in 
the  files  include  the  following:  x-rays  and  medical  and  dental 
records  from  civilian  and  military  doctors  and  medical  facilities;  in¬ 
vestigative  reports  of  accidents  from  military  and  municipal  police 
agencies;  reports  of  circumstances  of  incidents  from  operators  of 
C^vemment  vehicles  and  equipment;  'witnesses;  correspondence 
from  claimants  and  their  attorneys  and  insurance  companies,  state 
insurance  commissions.  United  States  Attorneys,  and  various  other 
Government  agencies  with  information  concerning  the  claim. 

Systems  exempted  from  certain  provtsions  of  the  act:  NONE 
N00013E 

System  name:  Affirmative  Claims  Files 
System  location:  Office  of  the  Judge  Advocate  General,  Offices 
of  the  Commandants  of  the  Naval  districts;  Naval  Legal  Service 
Offices,  and  Branch  Offices  of  the  Officers  in  Charge  of  U.S. 
Sending  State  Offices;  overseas  commands  with  a  Navy  or  Marine 
Corps  judge  advocate  attached;  the  Federal  Records  Center,  Suit- 
land,  Maryland;  and  such  other  offices  of  officers  as  may  be 
designated  by  the  Judge  Advocate  General.  Official  mailing  ad¬ 
dresses  of  these  locations  are  included  in  the  Department  of 
Defense  Directory  in  the  appendix  of  this  notice. 

Categories  of  individuals  covered  by  the  system:  All  individuals 
against  whom  the  Navy  has  claims  sounding  in  tort,  and  all  in¬ 
dividuals  who  are  in  the  military  or  are  dependents  of  milit^ 
members  and  have  been  provided  medical  care  by  a  Naval  medic^ 
facility  for  injuries  resulting  from  such  tortious  conduct. 

Categories  of  records  in  the  system:  The  files  contain  reports  of 
injuries  to  individuals  entitled  to  care  at  Navy  expense,  reports  of 


damage  to  Navy  property,  x-rays,  medical  and  dental  records  of 
treatment,  and  statements  of  charges  therefor,  military  and  mu¬ 
nicipal  police  and  individual’s  reports  of  accidents,  investigative  re¬ 
ports,  correspondence,  legal  research,  and  opinions. 

Authority  for  maintenance  of  the  system:  Medical  Care  Recovery 
Act  (42  U.S.C.  2651-53);  Federal  Claims  CollecUon  Act  (31  U.S.C. 
951-53);  32  C.F.R.  757.1-757.21 ;  5  U.S.C.  301;  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
to  futher  efforts  to  collect  such  claims  without  litigation,  for 
preparing  litigation  reports  to  the  Department  of  Justice,  and  for 
use  in  civil  litigation  by  the  Department  of  Justice.  In  addition,  the 
files  may  be  furnished  to  insurance  companies  to  support  claims  by 
documenting  injuries  or  diseases  for  which  treatment  was  provided 
at  Government  expense  and  to  civilian  attorneys  representing  the 
injured  parties  and  the  Government’s  interests.  Finally,  the  files 
may  be  furnished  to  other  components  of  the  Department  of 
Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folder  stored  in  file  cabinets  or 
other  storage  device. 

Retrievability:  Filed  alphabetically  by  name  of  the  individual. 

Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  of  official  working  hours. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370.  ^ 

Nodfkation  procedure:  Information  may  be  obtained  from  the 
system  manager.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity.  Written  requests  must  be 
signed  by  the  requesting  individual. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager.  Written  requests  for  access 
should  contain  the  full  name  of  the  individual,  current  address  and 
telephone  number,  and  the  serial  code  of  any  prior  correspondence 
received  from  this  office  pertaining  to  the  request.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  e.g.  driver’s  license,  etc.,  and  give  some  verbal  infor¬ 
mation  that  could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency’s  rtile  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  System  Manager. 

Record  source  categories:  The  sources  of  information  contained  in 
these  files  includes:  military  and  local  police  reports,  line  of  duty 
investigations,  commercial  credit  and  asset  reports,  questionnaires 
completed  by  accident  victims,  x-rays,  medical  and  dental  records 
of  treatment  and  statements  of  charges  therefor  from  civilian  and 
military  doctors  and  medical  facilities;  correspondence;  and  wit¬ 
nesses. 

Systems  exnnpted  from  certain  provisions  of  the  act:  None 
N00013F 

System  name:  Foreign  Claim  Files 

System  location:  Office  of  the  Judge  Advocate  General;  United 
States  Sending  State  Office  for  Italy;  United  States  Sending  State 
Office  for  Australia;  Naval  Missions  (including  the  office  of  the 
naval  section  of  miUtary  missions);  Military  Assistance  Advisory 
Groups  (including  the  (Offices  of  Chiefs,  Naval  Section,  Military 
Assistance  Advisory  Groups);  Office  of  the  Naval  Advisory  to  Ar¬ 
gentina;  naval  attaches;  any  command  which  has  appointed  a 
Foreign  Claims  Commission;  and  the  Federal  Records  Center,  Suit- 
land,  Maryland.  Local  commands,  with  which  claims  under  the 
Foreign  Claims  Act  are  initially  filed  and  which  do  not  have  or 
choose  to  appoint  a  Foreign  CTaims  Commission,  typically  retain 
copies  of  such  claims  and  accompanying  files.  Officii  mailing  ad¬ 
dresses  of  these  locations  are  included  in  the  Department  of 
IJefense  directory  in  the  appendix  to  this  notice. 
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PRIVACY  ACT  ISSUANCES 


Calegorics  of  individuals  covered  by  the  system:  All  individuals 
who  have  filed  claims  against  the  Department  of  the  Navy  under 
the  Foreign  Claims  Act. 

Categories  of  records  in  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  accident  reports,  medi¬ 
cal  and  dental  records,  x-rays,  allied  reports  (such  as  foreign  police 
investigations,  etc.),  photographs,  drawings,  legal  memoranda, 
opinions  of  experts,  and  court  documents. 

Authority  for  maintenance  of  the  system:  Foreign  Claims  Act  (10 
U.S.C.  2734);  32  C.F.R.  753.1-753.29,  5  U.S.C.  301;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  files  are  used  to  ad¬ 
judicate  claims  and  to  evaluate  and  decide  reconsiderations  of  deni¬ 
als  of  claims.  The  files  may  be  furnished  to  other  components  of 
the  Department  of  Defense  and  the  Department  of  Justice  to  de¬ 
fend  unauthorized  suits  brought  against  the  United  States  under  the 
Foreign  Claims  Act.  In  addition,  the  files  or  portions  thereof  may 
be  furnished  to  the  claimant  or  his  authorized  representative.  For 
those  claims  for  which  payment  is  determined  proper,  the  files  or 
portions  thereof  may  be  provided  to  Congress,  the  Department  of 
Treasury,  the  Office  of  Management  and  Budget,  and  the  General 
Accounting  Office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices. 

Retrievability:  Filed  alphabetically  by  name  of  claimant. 

Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity.  Written  requests  must  be 
signed  by  the  requesting  individual. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager.  Written  requests  for  access 
should  contain  the  full  name  of  the  individual,  current  address  and 
telephone  number,  and  the  serial  code  of  any  prior  correspondence 
received  from  this  office  pertaining  to  the  request.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  e.g.  driver's  license,  etc.,  and  give  some  verbal  infor¬ 
mation  that  could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  System  Manager. 

Record  source  categories:  The  sources  of  information  contained  in 
the  files  includes:  x-rays,  medical  records,  and  dental  records;  in¬ 
vestigative  reports  from  military  and  foreign  police  agencies;  re¬ 
ports  of  circumstances  of  incidents  from  operators  of  Government 
vehicles  and  equipment;  witnesses;  correspondence  from  claimants, 
their  attorneys,  and  insurance  companies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013G 

System  name:  Military  Claims  Files 

System  location:  Office  of  the  Judge  Advocate  General,  Offices 
of  the  Commandants  of  the  Naval  Districts,  Naval  Legal  Service 
Offices  and  Branch  Offices,  overseas  commands  with  a  Navy  or 
Marine  Corps  judge  advocate  attached,  and  the  Federal  Records 
Center,  Suitland,  Maryland.  Local  commands,  with  which  claims 
under  the  Military  Claims  Act  are  initially  filed,  typically  retain  co¬ 
pies  of  such  claims  and  accompanying  files.  Official  mailing  ad¬ 
dresses  of  these  locations  are  included  in  the  Department  of 
Defense  directory  in  the  appendix  of  this  notice. 

Categories  of  individuals  covered  by  the  system:  All  individuals 
who  have  filed  claims  under  the  Military  Claims  Act-  against  the 
Department  of  the  Navy. 


Categories  of  records  in  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  accident  reports,  medi¬ 
cal  and  dental  records,  x-rays,  allied  reports  (such  as  local  police 
investigations,  etc.),  photographs,  drawings,  legal  memoranda, 
opinions  of  experts,  and  court  dcKumcnts. 

Authority  for  maintenance  of  the  system:  Military  Claims  Act  (10 
U.S.C.  2733);  32  C.F.R.  750.50-750.59;  5  U.S.C.  301;  44  U.S.C.  3101 

Routine  uses  of  rectirds  maintained  in  the  system,  including  catego¬ 
ries  of  iLsers  and  the  purposes  of  such  uses:  The  files  are  used  to 
evaluate  claims  for  purposes  of  adjudication.  The  files  are  also 
used  by  contractors  in  those  cases  in  which  they  indemnify  the 
Government.  The  files  may  be  furnished  to  other  components  of 
the  Department  of  Defense,  and  to  the  Department  of  Justice  to  de¬ 
fend  unauthorized  suits  brought  against  the  United  States  under  the 
military  claims  act.  Additionally,  the  files  or  portions  thereof  may 
be  furnished  to  the  claimant  or  his  authorized  representative.  For 
those  claims  for  which  payment  is  determined  proper,  the  files  or 
portions  thereof  may  be  provided  to  the  Congress,  the  Department 
of  Treasury,  the  Office  of  Management  and  Budget,  and  the 
General  Accounting  Office.  .  - 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices 

Retrievability:  Filed  alphabetically  by  name  of  claimant 

Safeguards:  Files  are  maintained  in  file  cabinets  or  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
system  manager.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity.  Written  requests  must  be 
signed  by  the  requesting  individual. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  system  manager.  Written  requests  for  access 
should  contciin  the  full  name  of  the  individual,  current  address  and 
telephone  number,  and  the  serial  code  of  any  prior  correspondence 
received  from  this  office  pertaining  to  the  request.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  e.g.  driver's  license,  etc.,  and  give  some  verbal  infor¬ 
mation  that  could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency's  rule  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  system  manager. 

Record  source  categories:  The  sources  of  information  contained  in 
the  files  include  the  following:  x-rays,  medical  and  dental  records 
from  civilian  and  military  doctors  and  medical  facilities;  investiga¬ 
tive  reports  of  accidents  from  military  and  municipal  police  agen¬ 
cies;  reports  of  circumstances  of  incidents  from  operators  of 
Government  vehicles  and  equipment;  witnesses;  correspondence 
from  claimants,  their  attorneys,  insurance  companies,  state  com¬ 
missions,  United  States  Attorneys,  and  various  other  Government 
agencies  with  information  concerning  the  claim. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013H 

System  name:  'Nonscope'  Claims  Files 

System  location:  Office  of  the  Judge  Advocate  General,  Naval 
Legal  Service  Offices,  and  Branch  Offices,  overseas  commands 
with  a  Navy  or  Marine  Corps  judge  advocate  attached,  and  the 
Federal  Records  Center,  Suitland.  Maryland.  Local  commands, 
with  which  claims  under  the  'Nonscope'  Claims  Act  are  initially 
filed,  typically  retain  copies  of  such  claims  and  accompanying  files. 
Official  mailing  addresses  of  these  locations  are  included  in  the  De¬ 
partment  of  Navy  directory  of  mailing  addresses. 

Categories  of  individuals  covered  by  tl:e  system:  All  individuals 
who  have  filed  claims  under  the  'Nonscope'  Claims  Act  against  the 
Department  of  the  Navy. 
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Categories  of  records  in  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  accident  reports,  medi¬ 
cal  and  dental  records,  x-rays,  allied  reports,  photographs, 
drawings,  opinions  of  experts,  legal  memoranda,  and  court  docu¬ 
ments. 

Authority  for  maintenance  of  the  system:  'Nonscope'  Claims  Act 
(10  U.S.C.  2737);  32  C.F.R.  750.60-750.69;  5  U.S.C.  301;  44  U.S.C. 
3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  files  are  used  to 
evaluate  claims  for  purposes  of  adjudication.  The  files  are  provided 
to  the  Department  of  Justice  to  defend  unauthorized  suits  brought 
against  the  United  States  under  the  'Nonscope’  Claims  Act.  In  ad¬ 
dition,  files  or  portions  thereof  may  be  furnished  to  the  claimant  or 
his  authorized  representative  and  to  other  components  of  the  De¬ 
partment  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices 

Retrievahility:  Filed  alphabetically  by  name  of  claimant 

Safeguards:  Files  are  maintained  in  file  cabinets  or  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  manager(s)  and  address:  Assistant  Judge  -  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the 
system  manager.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com- 
nionly  recognized  evidence  of  identity.  Written  requests  must  be 
signed  by  the  requesting  individual. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  system  manager.  Written  requests  for  access 
should  contain  the  full  name  of  the  individual,  current  address  and 
telephone  number,  and  the  serial  code  of  any  prior  correspondence 
received  from  this  office  pertaining  to  the  request.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  e.g.  driver’s  license,  etc.,  and  give  some  verbal  infor¬ 
mation  that  could  be  verified  in  the  file. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  system  manager. 

Record  source  categories:  The  sources  of  information  contained  in 
the  files  include  the  following:  x-rays,  medical  and  dental  records 
from  civilian  and  military  doctors  and  medical  facilities;  investiga¬ 
tive  reports  of  accidents  from  military  and  municipal  police  agen¬ 
cies;  reports  of  circumstances  of  incidents  from  operators  of 
Government  vehicles;  witnesses;  correspondence  from  claimants, 
their  attorneys,  insurance  companies,  state  insurance  commissions. 
United  States  Attorneys,  and  various  other  Government  agencies 
with  information  concerning  the  claim;  commercial  credit  and  asset 
reports;  and  questionnaires  completed  by  accident  victims. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013I 

System  name:  Military  Personnel  and  Civilian  Employees’  Claims 

System  location:  Offices  of  the  Judge  Advocate  General;  Naval 
Legal  Service  Offices;  offices  of  the  Commandants  of  the  Naval 
Districts;  Naval  Legal  Service  Branch  Offices;  the  Federal  Records 
Center,  Suitland,  Maryland;  naval  activities  where  there  are  of¬ 
ficers  specifically  designated  by  the  Judge  Advocate  General  to  ad¬ 
judicate  personnel  claims.  Official  mailing  addresses  of  these  loca¬ 
tions  are  included  in  the  Department  of  the  Navy  Directory  of  mail¬ 
ing  addresses. 

Categories  of  individuals  covered  by  the  system:  All  individuals 
who  have  filed  claims  against  the  Department  of  the  Navy  under 
the  Military  Personnel  and  Civilian  Employees’  Claims  Act  and  all 
common  carriers  against  whom  recovery  has  been  sought  by  the 
Department  of  the  Navy. 


Categories  of  records  in  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  c^ies  of  order,  copies 
of  insurance  policies.  Government  bills  of  lading,  copies  of  Powers 
of  Attorney,  estimates  of  loss  or  damage,  inventories,  demands  on 
carriers  for  reimbursement,  correspondence,  and  legal  memoranda. 

Authority  for  maintenance  of  the  system:  Military  Personnel  and 
Civilian  Employees’  Claims  Act  (31  U.S.C.  240-243);  32  C.F.R. 
751.0-751.30;  5  U.S.C.  301;  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  files  are  used  to 
evaluate  claims  for  purposes  of  adjudication,  reimbursement  for  the 
Department  of  the  Navy  from  common  carriers,  warehousemen, 
contractors,  or  insurers  who  are  responsible  for  loss  or  damage  to 
personal  property  of  individual  claimants.  Additionally,  the  files  are 
provided  to  the  Department  of  Justice  to  defend  unauthorized  suits 
against  the  United  States  under  the  Military  Personnel  and  Civilian 
Employees’  Claims  Act.  Finally,  the  files  may  be  furnished  to  the 
claimant  or  his  authorized  representative  and  to  other  components 
of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices. 

Retrievahility:  Filed  alphabetically  by  name  of  claimant  and  name 
of  common  carrier,  warehousemen,  contractors,  and  insurers. 

Safeguards:  Files  are  maintained  in  file  cabinets  or  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  file  cabinets  and  storage  devices 
are  located  is  locked  outside  of  working  hours. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  Files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland 
three  years  after  disposition  of  the  case. 

System  managcr(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  C^neral,  Navy 
Department,  Washington,  D.C.  20370. 

Notifkathm  procedure:  Information  may  be  obtained  from  the 
system  manager.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evideiKe  of  identity.  Written  requests  must  be 
signed  by  requesting  individual. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  system  manager.  Written  requests  for  access 
should  contain  the  full  name  of  the  individual,  current  address  and 
telephone  number,  and  the  serial  code  of  any  prior  correspondence 
received  from  this  office  pertaining  to  the  request.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  e.g.  driver’s  license,  etc.,  and  give  some  verbal  infor¬ 
mation  that  could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  system  manager. 

«  Record  source  categories:  Information  contained  in  the  file  is  ini¬ 
tially  provided  by  the  claimant  and  witnesses,  after  which  the  per¬ 
son^  property  divisions  contribute  investigative  reports.  The  carrier 
may  contribute  information,  and  in  some  cases  an  investigative  re¬ 
port  is  furnished  by  a  military  member’s  command  or  by  an  in¬ 
vestigative  agency.  Adjudicated  amounts  allowed  for  the  claim  are 
provided  by  the  adjudicating  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013J 

System  name:  Admiralty  Claims  Files 

System  location:  Office  of  the  Judge  Advocate  General;  Office  of 
the  Commander-in-Chief,  United  States  Naval  Forces,  Europe;  Of¬ 
fice  of  the  Commander,  Sixth  Fleet;  and  the  Federal  Records 
Center,  Suitland,  Maryland.  Local  commands  with  which  claims 
under  ^e  Public  Vessels  Act  and  the  Suits  in  Admiralty  Act  are  ini¬ 
tially  filed,  typically  retain  copies  of  such  claims  and  accompanyii^ 
files.  Official  mailing  addresses  of  these  locations  are  included  in 
the  Department  of  the  Navy  directory  of  mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  All  individuals 
who  have  asserted  claims  or  instituted  suits  under  the  Public  Ves¬ 
sels  Act  and  Suits  in  Admiralty  Act  against  the  Department  of  the 
Navy  in  the  name  of  the  United  States  and  all  indiv^uals  who  have 
instituted  suits  against  third  parties  who  have  impleaded  the  De¬ 
partment  of  the  Navy  in  the  name  of  the  United  States. 
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PRIVACY  ACT  ISSUANCES 


Categories  of  records  in  the  system:  The  files  may  contain  claims 
filed,  correspondence,  investigative  reports,  accident  reports,  medi¬ 
cal  and  dental  records,  x-rays,  allied  reports  (such  as  local  police 
investigations,  etc.),  photographs,  drawings,  legal  memoranda, 
opinions  of  experts,  and  court  documents. 

Authority  (or  maintenance  of  the  system:  Admiralty  Claims  Act 
(10  U.S.C.  7622);  5  U.S.C.  301;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  (department  of  the  Navy  use  these  files  in  the  performance 
of  their  official  duties  related  to  the  administrative  evaluation  and 
settlement  of  admiralty  claims  asserted  against  the  Navy.  Addi¬ 
tionally,  these  files  are  provided  to  the  Department  of  Justice  to  de¬ 
fend  civil  maritime  suits  brought  against  the  United  States.  Finally, 
these  files  may  be  furnished  to  other  components  of  the  Depart¬ 
ment  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices 

Retrievability:  Filed  alphabetically  by  name  of  claimant 

Safeguards:  Files  are  mmntained  in  file  cabinets  or  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage  * 
devices  are  located  is  locked  outside  of  official  working  hours. 

Retention  and  disposal:  Records  are  retained  in  active  files  until 
each  claim  is  settled  or  litigation  resulting  therefrom  has  been  con¬ 
cluded.  Thereafter,  the  files  are  maintained  within  the  office  for 
two  years  and  then  retired  to  the  Federal  Records  Center,  Suitland, 
Maryland. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the 
system  manager.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity.  Written  requests  must  be 
signed  by  the  requesting  individual. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  system  manager.  Written  requests  for  access 
should  contain  the  full  name  of  the  individual,  current  address  and 
telephone  number,  and  the  serial  code  of  any  prior  correspondence 
received  from  this  office  pertaining  to  the  request.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  e.g.,  driver’s  license,  etc.,  and  give  some  verbal  in¬ 
formation  that  could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  system  manager. 

Record  source  categories:  The  sources  of  information  contained  in 
the  files  include  the  following:  x-rays,  medical  and  dental  records 
from  civilian  and  military  doctors  and  medical  facilities;  investiga¬ 
tive  reports;  witnesses;  and  correspondence  from  claimants  and 
their  representatives. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013L 

System  name:  U.S.  Postal  Service  Indemnity  Claims  Files 

System  location:  Office  of  the  Judge  Advocate  General  (Code 
14c),  Navy  Department,  Washington,  D.C.  20370  and  the  Federal 
Records  Center,  Suitland,  Maryland  20409 

Categories  of  individuals  covered  by  the  system:  All  persons  who 
have  filed  claims  with  the  U.  S.  Postal  Service  for  loss  or  damage 
to  mailed  matter,  and  which  claims  have  been  paid  by  the  U.  S. 
Postal  Service  and  thereafter  forwarded  for  reimbursement  by  the 
Department  of  the  Navy  pursuant  to  39  U.S.C.  712. 

Categories  of  records  in  the  system:  Files  may  contain  claims,  sub¬ 
stantiating  documents.  Navy  investigative  reports  (and  allied  re¬ 
ports  such  as  U.  S.  Postal  Service  investigative  reports,  legal 
memoranda,  and  correspondence. 

Authority  (or  maintenance  of  the  system:  39  U.S.C.  712;  5  U.S.C. 
30;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  files  are  used  to 
evaluate  requests  for  reimbursement  by  the  U.  S.  Postal  Service  for 
payment  on  claims  for  loss  or  damage  to  mailed  matter,  llie  files 


may  be  furnished  to  other  compiinents  of  the  Department  of 
Defense  and  the  Department  of  Justice. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices. 

Retrievability:  Filed  alphabetically  by  name  of  claimant. 

Safeguards:  Files  are  maintained  in  file  cabinets  or  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  of  working  hours. 

Retention  and  disposal:  Minimum-one  year;  maximum-permanent; 
typically  files  located  in  the  Office  of  the  Judge  Advocate  General 
are  transferred  to  the  Federal  Records  Center,  Suitland,  Maryland, 
three  years  after  disposition  of  the  case. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
system  manager.  Requesting  individuals  should  specify  only  their 
full  names.  Visitors  should  be  able  to  identify  themselves  by  any 
commonly  recognized  evidence  of  identity.  Written  requests  must 
be  signed  by  requesting  individual. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  system  manager.  Written  requests  for  access 
should  contain  the  full  name  of  the  individual,  current  address,  and 
telephone  number,  and  the  serial  code  of  any  prior  correspondence 
received  from  this  office 'pertaining  to  the  request.  For  personal 
visits,  the  should  be  able  to  provide  some  acceptable  identification, 
e.g.  driver’s  license,  etc.,  and  give  some  verbal  information  that 
could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  system  manager. 

Record  source  categories:  The  information  in  U.  S.  Postal  Service 
Indemnity  Claims  Files  may  consist  of  claims  filed,  substantiating 
documents.  Navy  investigative  reports,  (and  allied  reports  such  as 
U.  S.  Postal  Service  investigative  reports),  legal  memoranda,  and 
correspondence. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013M 

System  name:  Military  Justice  correspondence  file 

System  location:  Office  of  the  Judge  Advocate  General  (Code  20), 
Navy  Department,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Active  duty, 
retired,  and  discharged  Navy  and  Marine  Corps  personnel  who 
were  the  subject  of  military  justice  proceedings. 

Categories  of  records  in  the  system:  File  contains  copy  of  incom¬ 
ing  correspondence,  all  background  material  necessary  to  answer 
the  correspondence  and  copies  of  letters  replying  to  the  correspon¬ 
dence. 

Authority  (or  maintenance  of  the  system:  S  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Files  may  be  furnished 
to  other  components  of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Correspondence  is  kept  in  alphabetical  order  ac¬ 
cording  to  the  last  name  of  the  individual  who  is  the  subject  of  the 
correspondence. 

Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Records  are  maintained  in  office  for  two 
years  and  then  forwarded  to  the  Federal  Records  Center,  Suitland, 
Maryland  20409  for  storage. 

System  manager (s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
Deputy  Assistant  Judge  Advocate  General  (Military  Justice),  Office 
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of  the  Judge  Advocate  General,  Navy  Oepartment,  Washington, 
D  C.  20370.  Information  may  he  obtained  by  written  request  to  the 
Judge  Advocate  General  stating  full  name  of  the  individual  con¬ 
cerned.  Written  requests  must  be  signed  by  the  requesting  in¬ 
dividual.  Personal  visits  may  be  made  to  the  Military  Justice  Divi¬ 
sion,  Office  of  the  Judge  Advocate  General,  room  2518,  Navy 
Annex,  Arlington,  Virginia.  Individuals  making  such  visits  should 
be  able  to  provide  some  acceptable  identification,  e.g.  Armed 
Forces'  identification  card,  driver's  license,  etc. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Records  of  trial  and  correspondence 
from  commands  and  agencies  involved  in  the  matter  which  is  the 
subject  of  the  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE. 

N00013N 

System  name:  Personal  injury  and  illness  reports  on  civilian  and 
govt-service  seaman  employed  on  MSC  ships 
System  location:  Office  of  the  Judge  Advocate  General  (Code  1 1 ). 
Navy  Department,  Washington,  D.C.  20370 
Categories  of  individuals  covered  by  the  system:  Injured  civilian 
seamen  and  government  service  seamen  employed  by  the  Military 
Sealift  Command  or  its  contract  operators  for  service  on  board 
MSC  ships. 

Categories  of  records  in  the  system:  System  consists  of  prelimina¬ 
ry  personal  injury  and  illness  reports  on  civilian  seamen  and 
government  service  seamen  employed  by  the  Military  Sealift  Com¬ 
mand  or  its  contract  operators. 

Authority  for  maintenance  of  the  system:  Admiralty  Claims  Act 
(10  U.S.C.  7622);  5  U.S.C.  301;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  u.ses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  their  performance  of  their  offi¬ 
cial  duties  related  to  the  administrative  evaluation  and  settlement  of 
subsequently  submitted  admiralty  claims  asserted  against  the  Navy. 
Additionally,  these  reports  may  later  be  provided  to  the  Depart¬ 
ment  of  Justice  for  defense  of  civil  maritime  Suits  brought  against 
the  United  States.  Finally,  these  reports  may  be  furnished  to  other 
components  of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  stored  in  file  cabinets 
Retrievability:  Filed  by  name  of  injured  seaman  listed  under  each 
particular  MS(Z!  ship  by  date  of  injury. 

Safeguards:  Files  are  maintained  in  file  cabinets  under  the  control 
of  authorized  personnel  during  working  hours;  the  office  space  in 
which  the  file  cabinets  are  located  is  locked  outside  official  work¬ 
ing  hours. 

Retention  and  disposal:  Reports  are  maintained  in  personal  injury 
report  file  folders  for  a  period  of  two  years  from  the  date  of  par¬ 
ticular  injury  or  illness  and  are,  thereafter,  destroyed  at  the  local 
office  level. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  the 
system  manager.  Requesting  individuals  should  specify  their  full 
names.  Visitors  should  be  able  to  identify  themselves  by  any  com¬ 
monly  recognized  evidence  of  identity.  Written  requests  must  be 
signed  by  the  requesting  individual. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  system  manager.  Written  requests  for  access 
should  contain  the  full  name  of  the  individual,  current  address  and 
telephone  number,  and  the  serial  code  of  any  prior  correspondence 
received  from  this  office  pertaining  to  the  request.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  e.g.,  driver's  license,  etc.,  and  give  some  verbal  in¬ 
formation  that  could  be  verified  in  the  file. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  determinations  may  be  obtained  from  the 
system  manager. 


Record  source  categories:  Masters  of  Military  Sealift  Command 
ships;  witnesses;  medical  and  dental  forms;  and  investigative  re¬ 
ports. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013P 

System  name:  Reservists  reporting  for  active  duty  for  training, 
background  questionnaires 

System  location:  Office  of  the  Judge  Advocate  General  (Code  62), 
Navy  Department,  Washington,  D.C.  20370 
Categories  of  individuals  covered  by  the  system:  Officers  reporting 
for  duty  in  the  Office  of  the  Judge  Advocate  General 
Categories  of  records  in  the  system:  Name,  designator,  rank,  unit 
to  which  attached,  law  school  attended,  year  admitted  to  practice 
and  State  or  Territory  where  admitted,  and  employment. 

Authority  for  maintenance  of  the  system:  10  USC  806 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assist  the  Judge  Ad- 
vcKate  General  in  the  assignment  of  officers.  The  files  may  be 
furnished  to  other  components  of  the  Department  of  E)efense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  stored  in  a  file  cabinet. 

Retrievability:  By  officer's  name. 

Safeguards:  Files  are  maintained  in  file  cabinets  under  the  control 
of  authorized  personnel  during  working  hours;  the  office  space  in 
which  the  cabinets  are  located  is  locked  outside  of  official  working 
hours. 

Retention  and  dkposal:  Records  are  retained  for  two  months  and 
then  destroyed. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 
Notification  procedure:  Information  may  be  obtained  from  the 
system  manager.  Written  requests  must  be  signed  by  the  requesting 
individual.  For  personal  visits,  the  individual  should  be  able  to  pro¬ 
vide  some  acceptable  identification,  e.g..  Armed  Forces  identifica¬ 
tion  card,  driver's  license,  etc. 

Record  access  procedures:  Requests  should  be  addressed  to  the 
system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  system 
manager. 

Record  source  categories:  Information  is  received  from  Reserve 
officers  who  participate  in  the  Naval  Reserve  Law  Programs. 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00013Q 

System  name:  Naval  Reserve  Law  Program  Officer  Personnel  Infor¬ 
mation 

System  location:  Office  of  the  Judge  Advocate  General  (Code  62), 
Navy  Department,  Washington,  D.C.  20370 
Categories  of  individuals  covered  by  the  system:  Applicants  apply¬ 
ing  for  appointment  or  transfer  to  Judge  Advocate  General’s  Corps 
of  the  Naval  Reserve. 

Categories  of  records  in  the  system:  Furnishes  information  as  to 
applicant’s  qualifications  and  intentions  to  affiliate  in  Naval 
Reserve  Law  Program. 

Authority  for  maintenance  of  the  system:  10  USC  806 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  use  required  for 
personnel  management  of  Reserve  Law  Program.  Use  is  required  to 
assist  in  determining  applicant’s  qualification  for  appointment  in  the 
Judge  General's  Corps.  These  files  may  be  furnished  to  other  com¬ 
ponents  of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  stored  in  a  file  cabinet 
Retrievability:  By  officer’s  name 

Safeguards:  Files  are  maintained  in  file  cabinets  under  the  control 
of  authorized  personnel  during  working  hours;  the  office  space  in 
which  the  file  cabinets  are  looted  is  locked  outside  official  work¬ 
ing  hours. 
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RetcntkMi  and  disposal:  Records  are  maintained  for  two  years  and 
then  destroyed. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the: 
Office  of  the  Judge  Advocate  General  (Code  62),  Navy  Depart¬ 
ment,  Room  2431,  Navy  Annex,  Washington,  D.C.  20370.  Written 
requests  must  be  signed  by  the  requesting  individual,  and  for  per¬ 
sonal  visits,  the  individual  should  be  able  to  provide  some  accepta¬ 
ble  identification,  e.g.  Armed  Forces  identihcation  card,  driver's 
license,  etc. 

Record  access  procedures:  Requests  should  be  addressed  to: 
Judge  Advocate  C^neral  (Code  62),  Navy  Department,  Washington, 
D.C.  20370 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtain^  from  the  system 
manager. 

Record  source  categories:  Information  is  received  from  applicants 
who  are  applying  for  appointment  in  the  Judge  Advocate  (Generals’ 
Corps  or  from  reserve  officers  requesting  transfer  to  the  system 
manager. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00013S 

System  name:  Directory  of  Retired  Regular  and  Reserve  Judge  Ad¬ 
vocates 

System  location:  Office  of  the  Judge  Advocate  General  (Code  61) 
Navy  Department,  Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system:  Retired  Officers 
of  the  Judge  Advocate  General's  Corps 

Categories  of  records  in  the  system:  Name,  SSAN,  Designator,  ad¬ 
dress,  rank,  retirement  date. 

Authority  for  maintenance  of  the  system:  10  USC  S806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  utilize/assign  retii^ 
Judge  Advocate  Generals'  Corps  Officers  to  Official  Navy  Selec¬ 
tion  Boards  involving  Judge  Advocate  Generals'  Corps  Personnel 
and  to  facilitate  location  of  lawyers  throughout  the  world  with 
naval  experience,  which  may  be  utilized  by  the  Naval  Service. 
These  records  may  be  furnished  to  other  components  of  the  De¬ 
partment  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  paper  printouts 

Retrievability:  Computer  paper  printouts  requested  from  the  Bu¬ 
reau  of  Naval  Personnel.  Retirees  are  shown  alphabetically  by  rank. 

Saf^uards:  Records  are  maintained  in  file  cabinets  and  other 
storage  devices  under  the  control  of  authorized  personnel  during 
working  hours;  the  office  space  in  which  the  file  cabinets  and 
storage  devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Records  not  kept  after  person  is 
deceased. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
Cieneral  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the 
system  manager.  Written  requests  must  be  signed  by  the  requesting 
individual.  For  personal  visits,  the  requesting  individual  should  be 
able  to  provide  some  acceptable  identification,  e.g.  Armed  Forces 
identification  card,  driver's  license,  etc. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  system  manager. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  system 
manager. 

Record  source  categories:  Information  received  from  records  held 
by  the  Bureau  of  Naval  Personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013T 

System  name:  Office  of  the  Judge  Advocate  General,  Reporting 
Questionnaire 


System  location:  Office  of  the  Judge  Advocate  General,  (Code 
61),  Navy  Department,  Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system:  Officers  reporting 
for  duty  in  the  Office  of  the  Judge  Advocate  General. 

Catemries  of  records  in  the  system:  Name,  SSAN,  designator, 
rank,  <&te  of  rank,  branch  of  service,  place  and  date  of  birth,  de¬ 
pendents,  wife's  name,  height,  weight,  eye  and  hair  color,  home 
address  and  telephone  numl^r,  date  reported,  date  detached,  previ¬ 
ous  duty  station  and  mode  of  travel. 

Authority  for  maintenance  of  the  system:  10  USC  806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assist  Judge  Ad¬ 
vocate  General  in  assignment  of  officers  within  the  Office  of  the 
Judge  Advocate  Genei^  and,  until  recently,  this  information  was 
also  used  to  assist  Officers  in  obtaining  identification  cards  for 
themselves  and  their  deMndents.  These  records  may  be  furnished 
to  other  components  of  tM  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  kept  in  a  folder  alphabetically,  stored  in  a 
file  cabinet. 

Retrievability:  By  officer's  name. 

Safeguards:  Records  are  maintained  in  a  file  cabinet  under  the 
control  of  authorized  personnel  during  working  hours;  and  the  of¬ 
fice  space  in  which  the  cabinet  is  located  is  locked  outside  official 
working  hours. 

Retention  and  disposal:  Records  are  destroyed  when  the  officer  is 
transferred  from  the  Office  of  the  Judge  Advocate  General. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from  the 
system  manager.  Written  requests  must  be  signed  by  the  requesting 
individual.  For  personal  visits,  the  requesting  individual  should  be 
able  to  provide  some  acceptable  identification,  e.g.  Armed  Forces 
identification  card,  driver's  license,  etc. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  system 
manager. 

Record  source  categories:  Information  submitted  by  the  officer 
upon  his  reporting  for  duty  in  the  Office  of  the  Judge  Advocate 
General. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013X 

System  name:  Fiduciary  Affairs  Records 

System  location:  Office  of  the  Judge  Advocate  General  (Code  1 3) 
Washington  Navy  Yard  Washington,  D.C.  20360 

Categories  of  individuals  covered  by  the  system:  All  active  duty, 
fleet  reserve,  and  retired  members  of  the  Navy  and  Marine  Corps 
who  have  b^n  medically 'determined  to  be  mentally  incapable  of 
managing  their  financial  affairs,  their  appointed  or  prospective 
trustees,  and  members'  next-of-kin. 

Categories  of  records  in  the  system:  The  system  contains 
proceedings  of  medical  boards,  documentation  indicating  the  origin 
of  ^e  mental  incapability,  the  name(s)  and  address(es)  of  the  in¬ 
dividual's  next-of-kin,  the  disability  retirement  index,  a  copy  of  the 
interview(s)  of  prospective  trustee(s),  the  appointment  of  the  ap¬ 
proved  trustee,  authority  to  pay  the  individual's  retirement  pay  to 
the  approved  trustee,  the  instructions  of  duties  and  responsibilities 
to  the  trustee,  annual  trustee  accounting  rejMits,  copy  of  the 
trustee's  surety  bond,  a  copy  of  the  affidavit  executed  by  the 
trustee  to  obtain  the  surety  bond,  miscellaneous  correspondence 
relating  to  the  trustee's  duties  and  responsibilities,  annual  approvals 
of  the  trustee  account,  discharge(s)  of  trustee,  release(s)  of  surety, 
periodic  physical  examinations,  medical  records,  and  related  cor¬ 
respondence. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301 ;  37  U.S.C. 
601-604;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  sy^m,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  information  is  main¬ 
tained  for  the  purpose  of  providing  non-judicial  financial  manage- 
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ment  of  military  pay  and  allowances  payable  to  active  duty,  fleet 
reserve,  and  retired  Navy  and  Marine  Corps  members  for  the 
period  during  which  they  are  medically  determined  to  be  mentally 
incapable  of  managing  their  financial  affairs.  This  information  may 
be  furnished  to  the  Department  of  Justice  when  there  is  reason  to 
suspect  financial  mismanagement  and  no  satisfactory  settlement 
with  the  surety  can  he  reached,  and  may  be  furnished  to  the 
Veterans  Administration  in  connection  with  programs  administered 
by  that  agency. 

Policies  and  practices  for  storing,  retrieving,  acces-sing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Papers  records  in  file  folders  stored  in  file  cabinets  or 
other  storage  devices. 

Retrievability:  By  name  of  the  member  or  by  name  of  the  trustee. 
Safeguards:  Files  are  maintained  in  file  cabinets  and  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Indefinitely;  however,  after  the  death  of  a 
member,  his  files  are  typically  transferred  to  the  Federal  Records 
Center,  Suitland,  Maryland,  20409. 

System  managerfs)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law)  Office  of  the  Judge  Advocate  General  Navy 
Department  Washington,  D.C.  20370 
Notification  procedure:  Information  may  be  obtained  by  written 
request  which  adequately  identifies  the  system  of  records  and  the 
individual  about  whom  the  record  is  kept  (i.e.  full  name);  written 
requests  must  be  signed  by  the  requesting  individual. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Components  within  the  Department  of 
the  Navy,  medical  doctors,  approved  trustees,  prospective  trustees, 
surety  companies,  and  Veterans  Administration. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N0001310 

System  name:  Physical  disability  evaluation  proceedings 
System  location:  Office  of  the  Judge  Advocate  General  (Code 
75.2),  Navy  Department,  Washington,  D.C.  20370 
Categories  of  individuals  covered  by  the  system:  All  Navy  and 
Marine  Corps  personnel  who  have  been  considered  by  a  Physical 
Evaluation  Board  for  separation  or  retirement  by  reason  of  physical 
disability  (including  those  found  fit  for  duty  by  such  boards). 

Categories  of  records  in  the  system:  File  contains  medical  board 
reports;  statements  of  findings  of  physical  evaluation  boards;  medi¬ 
cal  reports  from  Veterans  Administration  and  civilian  medical 
facilities;  copies  of  military  health  records;  copies  of  JAG  Manual 
investigations;  copies  of  prior  actions  taken  in  the  case;  transcripts 
of  physical  evaluation  board  hearings;  rebuttals  submitted  by  the 
party;  intra  and  interagency  correspondence  concerning  the  case; 
correspondence  from  and  to  the  party,  members  of  Congress,  attor¬ 
neys,  and  other  interested  parties;  and  documents  concerning  the 
appointment  of  trustees  for  mentally  incompetent  service  members. 

Authority  for  maintenance  of  the  system:  10  U.S.C.  1216  and  10 
U.S.C.  5148 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Department  of  the  Navy 
-  Used  by  personnel  in  the  performance  of  their  official  duties  to 
determine  fitness  for  duty  or  eligibility  for  separation  or  retirement 
due  to  physical  disability  of  Navy  and  Marine  Corps  personnel,  by 
establishing  the  existence  of  disability,  the  degree  of  disability,  and 
the  circumstances  under  which  the  disability  was  incurred. 

Veterans  Administration  -  To  verify  information  of  service  con¬ 
nected  disabilities  in  order  to  evaluate  applications  for  veterans' 
benefits. 

Office  of  the  Judge  Advocate  General  -  Used  by  personnel  in  the 
performance  of  their  official  duties  relating  to  legal  review  of  disa¬ 
bility  evaluation  proceedings;  response  to  official  inquiries  concern¬ 
ing  the  disability  evaluation  proceedings  of  particular  service  per¬ 
sonnel;  to  obtain  information  in  order  to  initiate  claims  against  third 
parties  for  recovery  of  medical  expenses  under  the  Medical  Care 
Recovery  Act  (42  U  S.C.  2651-53);  and  to  obtain  information  on 
personnel  determined  to  be  ment^ly  incompetent  to  handle  their 


own  financial  affairs,  in  order  to  appoint  trustees  to  receive  their 
retired  pay.  In  addition,  the  information  may  be  furnished  to  other 
components  of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievahility:  Filed  by  year  of  initial  disability  processing,  and 
alphabetically  by  name  within  that  year.  Veterans  Administration 
To  verify  information  of  service  connected  disabilities  in  order  to 
evaluate  applications  for  veterans’  benefits. 

Safeguards:  Files  are  maintained  in  file  cabinets  or  other  storage 
devices  under  the  control  of  authorized  personnel  during  working 
hours;  the  office  space  in  which  the  file  cabinets  and  storage 
devices  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  the  Judge  Advocate  General’s  central  Records  Section  for  six 
years.  After  that  time,  they  are  sent  to  the  Federal  Records  Center, 
Suitland,  Maryland. 

System  managerfs)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department  Washin^on,  D.C.  20370. 

Notification  procedure:  Information  may  be  obtained  from  Ad¬ 
ministrative  Law  Division,  Office  of  the  Judge  Advocate  General 
(Code  13),  Navy  Department,  Washington,  D.C.  20370 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  military  grade  or  rate,  and  date  of  birth.  Written 
requests  must  be  signed  by  the  requesting  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  a  military  identification  card 
(active  duty  or  retired)  or  a  driver’s  license. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Administrative  Law  Division,  Office  of  the  Judge  Ad¬ 
vocate  General,  Navy  Department,  Washington,  D.  C.  20370. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Military  medical  boards  and  medical 
facilities;  Veterans  Administration  and  civilian  medical  facilities; 
Physical  Evaluation  Boards  and  other  activities  of  the  Office  of 
Naval  Disability  Evaluation;  the  Bureau  of  Medicine  and  Surgery; 
the  Fiduciary  Affairs  Section;  Navy  and  Marine  Corps  local  com¬ 
mand  activities;  other  activities  of  the  Department  of  Defense;  and 
correspondence  from  private  counsel  and  other  interested  persons. 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N0001314 

System  name:  JAG  Corps  Officer  Personnel  Information 
System  location:  Office  of  the  Judge  Advocate  General  (Code  61) 
Navy  Department,  Washington,  D.C.  20370 
Categories  of  individuals  covered  by  the  system:  Active  Duty  Of¬ 
ficers  in  the  Judge  Advocate  General’s  Corps,  Active  Duty  Officers 
in  the  Law  Education  and  Excess  Leave  Programs 

Categories  of  records  in  the  system:  Name,  date  of  birth,  social 
security  account  number,  USN/USNR,  designator,  rank,  state  bar 
membership  and  year  admitted,  wife’s  name,  no.  of  dependents, 
lineal  listinjg  by  year  group,  duty  assignment,  arrival  and  rotation 
dates,  release  date  if  applicable 

Authority  for  maintenance  of  the  system:  10  USC  806 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Office  use  required  for 
personnel  management  of  Navy  JAG  Corps  personnel  as  the  Judge 
Advocate  General  is  statutorily  required  to  make  recommendation 
on  the  assignment  of  all  active  duty  JAG  Corps  officers.  Use  is 
required  to  determine  qualification  of  an  officer  to  receive  a  JAG 
Corps  designation  and  to  be  certified  as  a  trial  or  defense  counsel. 
Use  is  fur^er  required  to  determine  the  rotation  dates  and  release 
from  active  duty  dates  of  JAG  Corps  officers  as  well  as  the  date 
new  officers  will  be  available  for  duty.  This  information  is  then 
utilized  to  prepare  JAG  Corps  strength  plans  for  submission  to 
OPNAV.  Use  is  also  required  to  obtain  an  officer’s  preference  for 
duty  assignment  as  well  as  eligibility  for  consideration  for  post¬ 
graduate  education  and  overseas  assignments.  Certain  of  this  infor¬ 
mation  is  promulgated  to  all  active-duty  JAG  Corps  officers  in  a 
semi-annual  publication  known  as  the  Directory  of  Navy  Judge  Ad¬ 
vocates.  The  information  is  promulgated  for  informational  purposes 
so  that  officers  can  determine  what  positions  (billets)  might  be 
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available  should  they  desire  rotation.  Additionally,  the  information 
may  be  furnished  to  other  components  of  the  Department  of 
flense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  strips  kept  on  a  strip  file  (wheel)  and  paper 
records  kept  in  a  folder  identified  by  the  officer's  name  kept  in  hie 
cabinets. 

Retrievability:  By  officer's  name,  folders  are  filed  alphabetically. 

Safeguards:  Records  are  maintained  in  the  Office  of  the  Judge 
Advocate  General  personnel  office  under  the  control  of  authorized 
personnel  during  working  hours;  the  office  space  in  which  the 
storage  devices  containing  the  records  is  locked  outside  official 
working  hours. 

Retention  and  disposal:  Upon  release  from  active  duty,  records 
are  kept  three  years  and  then  destroyed.  Upon  retirement  from  ac¬ 
tive  duty,  records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Assistant  Judge  Advocate 
General  (Civil  Law),  Office  of  the  Judge  Advocate  General,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Information  may  be  obtained  from: 

Judge  Advocate  General, 

Navy  Department, 

Code  61,  Room  2433,  Navy  Annex, 

Washington,  D.C.  20370 
Telephone:  Area  Code  202/0X4-4818 

Written  requests  must  be  signed  by  the  requesting  individual.  For 
personal  visits,  the  requesting  individual  should  be  able  to  provide 
some  acceptable  identification,  e.g.  Armed  Forces  identification 
card,  driver’s  license,  etc. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Judge  Advocate  General  (Code  61) 

Navy  Department, 

Washington,  D  C.  20370 

Personnel  visits  may  be  made  to  the  JAG  Personnel  Office, 
Room  2433,  Navy  Annex,  Washington,  D.C.  20370. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  System 
Manager. 

Record  source  categories:  Information  submitted  by  the  officer 
upon  his  successful  completion  of  law  school  and  admission  to  the 
bar,  orders  to  active  duty  and  subsequent  transfer  orders,  computer 
strips  provided  by  the  Bureau  of  Naval  Personnel  on  all  active  duty 
officers. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
N000140NR300-1 

System  name:  Patent,  Invention,  Trademark,  Copyright  and  Royalty 
Files 

System  location:  Office  of  Naval  Research,'  800  North  Quincy 
Street,  Arlington,  VA,  22217 

Categories  of  individuals  covered  by  the  system:  Inventors  and 
patent  owners  of  inventions  in  which  Government  has  an  interest 
or  which  Department  of  the  Navy  has  evaluated;  copyright  owners 
of  works  in  which  Government  has  an  interest;  and  claimants  or 
parties  in  administrative  proceedings  or  litigation  with  the  Govern¬ 
ment  involving  patents,  copyrights  or  trademarks. 

Categories  of  records  in  the  system:  Invention  disclosures;  disposi¬ 
tion  of  rights  in  inventions  of  Government  employees;  patent  appli¬ 
cations  and  patented  files;  patent  licenses  and  assignments;  patent 
secrecy  orders;  copyright  licenses  and  assigiunents;  patent  and 
copyright  royalty  matters;  administrative  claims  and  litigation  with 
the  Government  involving  patents,  copyrights  and  trademailcs  in¬ 
cluding  private  relief  legislation  involving  these  matters;  and  docu¬ 
ments  and  correspondence  relating  to  the  foregoing. 

Authority  for  maintenance  of  the  system:  10  USC  SlSl 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Navy  patent 
personnel  to  determine  rights  of  the  Government  and  employees  in 
employee  inventions;  to  file  and  prosecute  patent  applications;  to 
publish  invention  discldsures  for  public  information  and  defensive 
purposes;  to  provide  evidence  and  record  of  Government  interest  in 
or  under  patents  or  applications  for  patents;  to  provide  evidence 
and  record  of  patent  and  copyright  licensing  and  assignment;  to 


determine  action  or  recommended  action  regarding  disposition  of 
claims  or  litigation;  and  to  recommend  Government  employee  in¬ 
centive  awards.  Used  by  other  Navy/Marine  Corps  commands  to 
determine  Government  interest  in  inventions;  to  permit  utilization 
of  inventions;  and  to  support  employee  incentive  awards.  Used  by 
U.S.  Patent  and  Trademark  Office  to  determine  reactive  rights  of 
the  Government  and  employee-inventors;  by  the  (Commissioner  of 
Patents  and  Trademarks,  as  well  as  Navy  patent  personnel,  to  ad¬ 
minister  Patent  Secrecy  responsibilities;  by  Federal  Council  for 
Science  and  Technology  as  a  source  of  statistical  data  for  an  annual 
report  on  Government  patent  policy;  by  the  General  Accounting 
office  to  conduct  audits  and  perform  other  statutory  functions.  In¬ 
formation  is  transmitted  to  the  U.S.  Patent  and  Trademark  Office 
and  appropriate  foreign  government  offices  for  prosecution  of 
patent  applications;  the  U.S.  Patent  and  Trademark  Office  and  the 
U.S.  Copyright  Office  to  evidence  legal  interests  in  patent  and 
copyright  licenses  and  assignments;  the  National  Technical  Infor¬ 
mation  Service  for  publication  of  inventions  available  for  licensing; 
non-govemmental  personnel  (including  contractors  and  prospective 
contractors)  having  an  identified  interest  in  particular  inventions 
and  (government  rights  therein,  in  infringement  of  particular  patents 
or  copyrights,  or  in  allowance  of  royalties  on  contracts;  and  the 
Congress  in  the  form  of  reports  on  paiticular  bills  for  private  relief 
and  reports  of  action  on  Congressional  and  constituent  requests. 
Government  agencies  involved  in  claims  or  litigation,  including  the 
Department  of  Justice,  have  access  to  prosecute  and  defend  cases. 
All  Government  agencies  have  access  to  license  records.  Parties  in¬ 
volved  in  particular  licensing  arrangements  have  access  to  specific 
files  involved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  card  files. 

Retrievability:  Subject  matter;  Navy  patent  case  number;  name 
of  inventor,  patentee,  copyright  owner,  claimant  or  correspondent. 

Safeguards:  Maintained  in  safes  and  file  cabinets  in  controlled 
spaces  accessible  only  by  authorized  personnel  who  are  properly 
instructed  in  the  permissible  use  of  the  information. 

Retention  and  disposal:  Maintained  indefinitely  but  records  are 
transferred  to  Federal  Records  Center  two  years  after  completed 
action  on  case  to  which  record  relates. 

System  managerfs)  and  addrem:  Assistant  Chief  for  Patents,  Code 
300,  Office  of  Naval  Research,  Arlington,  VA,  22217 

Notification  procedure:  Direct  infonnation  requests  to  system 
manager. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  c^tain^  from  the  system  manager. 

Record  source  categories:  Infonnation  obtained  from  individual  in¬ 
ventor,  patent  or  copyright  owner,  claimant,  licensor  or  licensee,  or 
from  U.S.  Patent  and  'Trademark  Office,  or  from  U.S.  Copyright 
Office.  Infonnation  on  Government  employee-inventors  or  copy¬ 
right  owners  may  be  obtained  from  Government  personnel  records 
and  from  Government  supervisors. 

Systems  exempted  from  certain  provisioiis  of  the  act:  NONE 
N000140NR400-1 

System  name:  Principal  Investigator  Record  of  Active  Contracts 

System  location:  Office  of  Naval  Research,  Code  400rl,  Arling¬ 
ton,  Virginia  22217 

Categories  of  individuals  covered  by  the  system:  Names  of  prin¬ 
cipal  investigators  with  active  contracts  in  ONR  with  Asst.  Chief 
for  Research  and  Asst.  Chief  for  Technology 

Categories  of  records  in  the  s^em:  3  x  S  index  cards  arranged 
alpha^tically  by  principal  investigators’  names 

Authority  for  maintenance  of  the  system:  S  USC  301 ,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  mstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to:  (A)  Determine 
whether  an  individual  has  a  contract  with  the  Office  of  Naval 
Research,  (B)  Cross-reference  identifying  information  on  technical 
supports.  T^e  record  is  used  by  personnel  in  the  immediate  office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  3x3  index  cards  arranged  alphabetically  in  an  open 
metal  tray 
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Rctricvability:  Name 
Safeguards:  Locked  file  cabinets 

Retention  and  disposal:  Maintained  as  long  as  contract  is  on¬ 
going;  when  contract  expires,  cards  are  put  in  office  waste  basket 
System  manager(s)  and  addrem:  Asst.  Chief  for  Research  Office 
of  Naval  Research,  Arlington,  VA.  22217 
Notification  procedure:  Inquiries  should  be  made  in  writing  or  by 
telephone  to  Office  of  Naval  Research  (Code  4(X)rl),  Arlington, 
VA.  22217  Phone:  202-692-4108 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  systems  manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager 
Record  source  categories:  Procurement  request  for  contract  work 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N(M)014ONR723-l 

System  name:  Naval  Research  Reserve  Program  Personnel  Account¬ 
ing  System 

System  location:  Office  of  Naval  Research  8(X)  North  Quincy  st. 
Arlington,  VA  22217 

Categories  of  individuals  covered  by  the  system:  Research  reserve 
personnel,  officer  and  enlisted 

Categories  of  records  in  the  system:  Military  identification  infor¬ 
mation,  including  Naval  Officer  Billet  Codes,  plus  professional 
qualifications  information,  including  education  and  occupation 
Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Mobiliazation  plannng, 
active  duty  for  training  order  endorsements,  preparation  of  Quar¬ 
terly  Reserve  Status  Report  on  Readiness  of  Reserve  for  the  Chief 
of  Naval  Research  (CNR),  Research  Reserve  Annual  Report  for 
CNR 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Punched  cards,  printouts,  printed  forms  (NAVSO  1080/2 
and  1080/2 A) 

Retrievability:  Name,  rank,  designator,  NOBC’s,  education, 
major  subject.  First  Navy  qualification,  first  job  function,  reserve 
unit  affiliation 

Safeguards:  Records  kept  in  controlled  access  building,  controlled 
computer  spaces,  file  cabinets  in  limited  access  offices 
Retention  and  disposal:  Physically  destroyed  annualy  when  new 
questionnaire  forms  are  received 

System  manager(s)  and  address:  Research  Reserve  Coordinator, 
Code  723  Office  of  Naval  Research  Arlington,  VA  22217 
Notification  procedure:  Write  to  SYSMANAGER,  giving  full 
name,  rank,  SSN.  Visit  Office  at  above  address,  showing  Naval 
Research  ID  Card. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager 
Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Qualifications  Questionnaire  Naval 
Reserve  Research  Program,  NAVSO  form  1080/2 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N00015.  050101 

System  name:  Reserve  Personnel  History  File 
System  location:  Naval  Intelligence  Command  2461  Eisenhower 
Avenue  Alexandria,  Virginia  22331 
Categories  of  individuals  covered  by  the  system:  All  officers  and 
enlisted  personnel  of  the  Naval  Reserve  Intelligence  Program  and 
applicants  for  affiliation  with  the  program. 

Categories  of  records  in  the  system:  File  contains  information 
relating  to  the  individual’s  residence  history,  education,  profes¬ 
sional  qualifications,  occupational  history,  foreign  country  travel 
and  knowledge,  foreign  language  capabilities,  history  of  active  mili¬ 
tary  duty  assignments  and  military  reserve  active  duty  training  and 
background  investigation  information. 


Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  amended;  5  U.S.C.  301  Departmental  Regulations;  10 
U.S.C.  S03  Department  of  the  Navy  10  U.S.C.  6011  Departmental 
Regulations;  44  USC  3101,  Records  Management  by  Federal  Agen¬ 
cies; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Reserve  Personnel 
History  File  is  maintaim^  for  the  purposes  of  determining  qualifi¬ 
cations  for  members  of  the  Naval  Reserve  Intelligence  Program  and 
providing  a  personnel  management  device  for  career  development 
programs,  manpower  and  personnel  requirements  for  program  ac¬ 
tivities  assignment  of  support  projects  of  the  reserve  program,  and 
mobilization  planning  requirements.  This  information  may  be  pro¬ 
vided  to  the  department  of  Defense  and  components  therof  for 
research,  analysis,  evaluation  and  utilization  of  the  information  and 
for  such  other  matters  as  may  be  necessary  to  fulfill  the  responsi¬ 
bilities  of  the  Department  of  Defense  and  the  components  therof. 
By  other  appropriate  federal  agencies  who  may  require  the  infor¬ 
mation  to  fuuil  such  agencies’  legal  responsibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computerized  magnetic  tapes;  microform;  some  records 
may  be  maintained  in  file  folders. 

Retrievability:  The  file  can  be  accessed  for  each  file  element  or 
any  combination  therof 

Safeguards:  GSA  approved  security  containers  located  in  con¬ 
trolled  access  spaces. 

Retention  and  disposal:  Records  Disposal  Manual,  Secretary  of 
the  Navy  Instruction  S212.SB. 

System  manager(s)  and  address:  Commander,  Naval  Intelligence 
Command  2461  Eisenhower  Avenue  Alexandria,  Virginia  22331 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  System  Manager,  giving  full  name,  residence  address 
and  date  and  pl^e  of  birth.  A  notarized  statement  may  be  required 
for  identity  verification. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Reserve  Personnel  History  File  data 
submitted  by  the  individual;  background  investigation  reports  from 
the  Naval  Investigative  Service. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00015.00K1 

System  name:  Special  Intelligence  Personnel  Access  File 

System  location:  Naval  Intelligence  Command,  2461  Eisenhower 
Avenue,  Alexandria,  Va.  22331 

Categories  of  individuals  covered  by  the  system:  All  civilian  and 
military  personnel  of  the  Department  of  the  Navy  and  contractors 
and  consultants  of  the  Department  of  the  Navy. 

Categories  of  records  in  the  syston:  Records  pertaining  to  the 
eligibility  of  Department  of  the  Navy  personnel  (civilian,military, 
contractor  and  consultant)  to  be  granted  access  to  Special  Intel¬ 
ligence  which  include  documents  of  nomination,  personal  history 
statements,  background  investigation  date  and  character,  narrative 
memoranda  of  background  investigation,  eligibility  documents  for 
access  to  special  intelligence,  proof  of  indoctrination  and 
debriefings  as  applicable  and  record  of  hazardous  activity  restric¬ 
tions  assigned. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  amended;  S  U.S.C.  301,  Departmental  regulations;  10 
U.S.C.  503,  Department  of  the  Navy;  10  U.S.C.  6011,  Navy  Regula¬ 
tions;  44  U.S.C.  3101,  Records  Maitagement  by  federal  agencies; 
Executive  Order  116S2,  classification  and  declassification  of  Na¬ 
tional  Security  Information  and  Material. 

Routine  uses  of  records  maintained  in  the  nrstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Special  Intelligence 
Personnel  Access  File  is  maintained  for  the  purpose  of  permitting  a 
determination  of  an  individual’s  eligibility  for  access  to  Special  In¬ 
telligence  information.  This  information  may  be  provided  to  the  De¬ 
partment  of  Defense  and  all  its  components,  the  Central  Intel¬ 
ligence  Agency,  the  Federal  Bureau  of  Investigation,  the  National 
^curity  Agency,  the  Ene^  Research  and  Development  Adminis¬ 
tration,  the  Unit^  States  Treasury  Department,  the  Department  of 
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State,  and  to  an^r  other  Federal  agency  establishii^  a  need  to  know 
for  the  performance  of  their  assigned  responsibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Active  files  consist  of  paper  records  in  file  folders  and 
computerized  tapes.  Inactive  files  are  retained  on  microfiche. 

Retrievability:  Records  are  filed  alphabetically  by  last  name  of 
the  individual. 

Safeguards:  GSA  approved  containers  located  in  controlled  ac¬ 
cess  spaces. 

Retention  and  disposal:  Records  are  retained  indefinitely.  Inactive 
files  are  retained  on  microfiche. 

System  manager(s)  and  address:  Commander,  Naval  Intelligence 
Conunand,  2461  Eisenhower  Avenue,  Alexandria,  Vii^ginia  22331 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  system  manager,  givi^  full  name,  residence  address 
and  date  and  place  of  birth.  A  notarized  statement  may  be  required 
for  identity  verification. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Personal  History  Statement  and  related 
forms  from  the  individual.  Access  forms  and  documents  prepared 
by  the  system  manager.  Correspondence  between  system  manager 
and  activities  requesting  access  status. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N00015.0NI53-1A 

System  name:  Status  of  Downed  Naval  Aviation  Personnel, 
Southeast  Asia  Operations 

System  location:  Primary  Central  System  -  Naval  Intelligence 
Command,  2461  Eisenhower  Avenue,  Alexandria,  Va.  22331  Decen¬ 
tralized  Segments  -  Center  for  Prisoner  of  War  Studies,  Naval 
Health  Research  Center,  San  Diego,  Ca.  92152;  Fleet  Aviation  Spe¬ 
cial  Operations  Training  Group,  Atlantic,  Detachment  Brunswick, 
Naval  Air  Station,  Brunswick,  Ma.  04011;  Fleet  Aviation  Special 
Operations  Training  Group,  Pacific,  Naval  Air  Station  North 
Island,  San  Diego,  Ca.  92135 

Categories  of  individuals  covered  by  the  system:  Military  and 
civilian  personnel  of  the  Department  of  the  Navy  who  were  re¬ 
ported  as  either  killed  in  action,  missing  in  action,  prisoner  of  war 
or  recovered  prisoner  of  war  in  the  Southeast  Asia  area  since  June 
1964  and  repatriated  civilian  prisoners  who  were  debriefed  by  Navy 
personnel  at  the  request  of  the  Department  of  State. 

Categories  of  records  in  the  system:  File  contains  tape  recordings, 
detailed  written  summaries  and  brief  daily  reports  of  the  debriefing 
of  all  personnel  described  above.  In  addition  the  file  contains  in- 
dividu^  folders  and  a  Navy  publication  listing  and  containing  infor¬ 
mation  pertaining  to  military  and  civilian  personnel  of  the  Depart¬ 
ment  of  the  Navy  described  above.  An  automated  index  of  the  in¬ 
formation  contained  in  the  records  by  subject  categories  is  cur¬ 
rently  being  prepared. 

Authority  for  maintenance  of  the  system:  Natioiud  Security  Act  of 
1947,  as  amended;  10  U.S.C.  503,  Department  of  the  Navy;  10 
U.S.C.  6011,  Navy  Regulations;  5  U.S.C.  301,  Departmental  Regu¬ 
lations;  44  U.S.C.  3101,  Records  management  by  Federal  Agencies; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  the  Department  of 
Defense  and  components  therof  for  research  analysis,  evaluation 
and  utilization  of  the  information:  for  purposes  of  developing  and 
evaluating  plans,  policies,  procedures,  training  and  treatment  per¬ 
taining  to  survival,  rescue,  evasion,  captivity,  human  behavior  and 
related  matters;  for  purposes  of  fulfilling  intelligence  requirements 
and  matters  related  thereto;  for  purposes  of  determining  the  status 
of  those  personnel  considered  missing  and  matters  related  thereto; 
for  purposes  of  determining  treatment  of  American  prisoners  of 
war;  for  historical  and  statistical  purposes;  for  purposes  of  aircraft 
vulnerability  and  safety  studies  and  matters  related  thereto;  and  for 
such  other  matters  as  may  be  necessary  to  fulfiU  the  responsibilities 
of  the  Department  of  Defense  and  the  components  thereof.  By  con¬ 
tractors  of  and  consultants  to  the  Department  of  Defense  and  com¬ 
ponents  therof  for  the  purposes  stated  above.  By  the  Department 


of  State,  the  Department  of  Justice,  the  Central  Intelligence  Agen¬ 
cy,  the  United  States  Intelligence  Board,  the  National  Security 
Agency,  the  Veterans  Administration  and  other  appropriate  Federal 
agencies  who  may  require  the  information  to  fulfill  such  agencies 
legal  responsibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Publications,  paper  records  in  file  folders,  magnetic 
recorder  tapes,  punched  cards,  written  reports  and  messages. 

Retrievability:  Alphabetically  by  last  name. 

Safeguards:  Records  are  stored  in  locked  files  in  a  controlled  ac¬ 
cess  area  and  are  accessible  only  to  authorized  personnel  with 
proper  security  clearance  and  the  need  for  access. 

Retention  and  disposal:  Records  are  permanent.  They  will  be 
retained  indefinitely  for  as  long  as  requirements  for  the  information 
exist  and  then  subsequently  retired  to  the  Washington  National, 
Records  Center. 

System  manager(s)  and  address:  Commander,  Naval  Intelligence 
Conunand,  2461  Eisenhower  Avenue,  Alexandria,  Va.  22331 

Notification  procedure:  An  individual  can  determine  whether  the 
system  contains  records  pertaining  to  him  by  .making  a  request  in 
writing  to  the  system  manager.  The  written  request  should  contain 
the  iit^vidflal’s  full  name,  current  residence  address  and  telephone 
number,  and,  if  applicable,  his  military  service  number. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  maruiger. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Most  of  the  information  in  the  system 
was  obtained  from  the  individual  concerned.  However,  numerous 
diverse  sources  were  utilized  to  develop  information  pertaining  to 
the  status  of  the  individuals  reported  as  a  prisoner  of  war  or  as 
missing  in  action. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N0001S.00K2 

System  name:  Naval  Attache  Files 

System  locatioa:  Naval  Intelligence  Command,  2461  Eisenhower 
Avenue,  Alexandria,  Virginia  22331 

Categories  of  individuals  covered  by  the  system:  U.S.  Navy  and 
Marine  Corps  Officers  nominated  and/or  assigned  to  duty  in  the 
Defense  Attache  System  (DAS) 

Categories  of  records  in  the  sy^m:  File  contains  records  concern¬ 
ing  the  service  and  personal  history  of  officers  nominated  and/or 
assigned  to  duty  in  the  DAS  and  their  dependents. 

Authority  for  nudntenance  of  the  system:  National  Security  Act  of 
1974,  as  amended;  5  USC  301,  Departmental  regulations;  10  USC 
503,  Department  of  the  Navy;  10  USC  6011,  Navy  Regulations;  44 
use  3101,  Records  Management  by  federal  agencies;  United  States 
Navy  Regulations,  1973  Executive  Order  11652,  Classification  and 
declassification  of  National  Security  Information  and  Material 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoi«  of  such  uses:  By  offices  of  the  Navy, 
DOD  and  State  to  determine  suitability  of  personnel  for  security 
clearances  and  assignment  to  the  DAS. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retailing, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  files  in  folders  stored  in  standard  GSA  safes. 

Retrievability:  By  name  of  officer. 

Safeguards:  Records  are  stored  in  a  controlled  access  area  and 
are  accessible  only  to  a  very  limited  number  of  authorized  person¬ 
nel  with  proper  security  clearance  and  demonstrated  need  for  ac¬ 
cess. 

Retention  and  disposal:  Records  are  opened  on  individuals  when 
first  nominated  for  attache  duty,  and  retained  until  six  months  after 
completion  of  attache  duty. 

System  manager(s)  and  address:  Commander,  Naval  Intelligence 
Command,  2461  Eisenhower  Avenue,  Alexandria,  Virginia  22331 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  system  manager,  giving  full  name,  residence  address, 
and  date  and  pl^e  of  birth.  A  notarized  statement  may  be  required 
for  identity  verification. 
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Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  riUes  for  contesting 
contents  and  apMaling  initial  determinations  by  the  individual  con¬ 
cerned  may  be  emtained  from  the  system  manager. 

Record  source  categories:  Data  is  gained  from  the  subjects  of  the 
file,  BUPERS  and  Headquarters  Marine  Corps  files  of  subject’s  fit¬ 
ness  reports.  DIS/NIS  background,  investigations  and  other  sources 
who  are  familiar  with  the  subject. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
^stem  may  be  exempt  under  S  USC  S52a  (K)  (1),  as  applicable. 
For  additional  information  consult  the  system  manager. 

N00015.050102 

System  name:  Intelligence  Reserve  Personnel  Management  File 
System  location:  Naval  Intelligence  Command,  2461  Eisenhower 
Avenue,  Alexandria,  Va.  22331 

Categories  of  individuals  covered  by  the  system:  All  officers  and 
enlisted  personnel  of  the  Naval  Reserve  Intelligence  Program 
Categories  of  records  in  the  system:  File  contains  information 
relating  to  the  individual’s  residence  history,  education,  profes¬ 
sional  qualifications,  occupational  history,  foreign  country  travel 
and  knowledge,  foreign  language  capabilities,  history  of  active  nuli- 
tary  duty  assignments  and  military  reserve  active  duty  training, 
background  investigation  information,  qualifications  for  active  mili¬ 
tary  duty  assignments  and  military  promotions. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  amended;  5  U.S.C.  301,  Departmental  regulations;  10 
U.S.C.  503,  Department  of  the  Navy;  10  U.S.C.  6011,  Navy  Regula¬ 
tions;  44  U.S.C.  3101,  Records  Management  by  federal  agencies; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  files  are  main¬ 
tained  for  the  purposes  of  determining  qualifications  for  members 
of  the  Naval  Reserve  Intelligence  Program  and  providing  a  person¬ 
nel  management  device  for  career  development  programs,  man¬ 
power  and  personnel  requirements  for  program  activities,  assign¬ 
ment  of  support  projects  of  the  reserve  program,  and  mobilization 
planning  requirements.  This  information  may  be  provided  to  the 
Department  of  Defense  and  components  thereof  for  research,  anal¬ 
ysis,  evaluation  and  utilization  of  the  information  and  for  such 
other  matters  as  may  be  necessary  to  fulfill  the  responsibilities  of 
the  Department  of  Defense  and  the  components  thereof.  By  other 
appropriate  federal  agencies  who  may  require  the  information  to 
fulfill  such  agencies’  legal  responsibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 
Retrievability:  Alphabetically  by  last  name. 

Safeguards:  GSA'  approved  security  containers  located  in  con¬ 
trolled  access  spaces. 

Retention  and  disposal:  Records  are  retained  indefinitely 
System  managerfs)  and  address:  Commander,  Naval  Intelligence 
Command  2461  Eisenhower  Avenue,  Alexandria,  Virginia  22331 
Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  System  Manager,  giving  full  name,  residence  address 
and  date  and  place  of  birth.  A  notarized  statement  may  be  required 
for  identity  verification. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager 

Record  source  categories:  Reserve  Personnel  History  File  data 
submitted  by  the  individual;  correspondence  regarding  individual’s 
military  and  civilian  qualifications;  letters  from  the  E^partment  of 
the  Navy  regarding  promotions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00018  01 

System  name:  N00018  Medical  Department  Training  Records 
System 

System  location:  Bureau  of  Medicine  and  Surgery,  Navy  Depart¬ 
ment,  Washington,  D.C.  Bureau  of  Naval  Personnel,  Navy  E)epart- 
ment,  Washington,  D.C.  Naval  Reserve  Personnel  Center,  Naval 
Training  Center,  Bainbridge,  Md.  Bureau  of  Medicine  and  Surgery 


Managed  Education  and  Training  Activities  (Mailing  ^dresses  are 
listed  in  the  directory  of  Department  of  the  Navy  mailing  addresses 
in  the  Appendex  to  the  Component  System  Notice).  Various  Col¬ 
leges  and  Universities  Affiliated  with  BUMED  managed  Training 
Activities 

Categories  of  individuals  covered  by  the  system:  Navy,  Navy 
Reserve,  other  Armed  Forces,  and  Civilian 

Categories  of  records  in  the  system:  System  comprises  of  auto¬ 
mated  and  non-automated  records  reflecting  information  pertaining 
to  individual  identification  factors,  prior  and  current  education  and 
training,  and  professional  accompUsnments. 

Authority  for  maintenance  of  the  system:  S  USC  301  Department 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Military  and  civilain  em¬ 
ployees  of  BUMED,  BUPERS,  and  BUMED-managed  education 
and  training  activities  in  the  performance  of  their  official  duties  re¬ 
lated  to  the  screening,  evaluating  and  selection  of  candidates  for 
scholarship  program;  continuing,  short  course,  and  graduate  educa¬ 
tion  and  training;  and  for  academic  review  boards  when  students 
are  unable  to  complete  the  course  for  various  reasons. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  nuiintained  in  automated  systems  form,  file 
folders  in  standard  file  cabinets  and  visual  5x8  cardex  references. 

Retrievabiitty:  Automated  records  are  retrieved  by  training,  edu¬ 
cation  program,  student  social  security  number,  or  name  Manual 
systems  are  retrieved  by  training  or  educational  program,  name  and 
social  security  number. 

Safeguards:  Records  systems  are  maintained  in  office  spaces  con¬ 
trolled  by  office  personnel  during  working  hours,  and  by  locks  and 
roving  security  personnel  after  working  hours. 

Retention  and  disposal:  Permanent  records  are  maintained  by 
BUMED.  BUMED  managed  training  and  educational  facilities 
maintain  working  copies  of  educational/  training  records  for  ap¬ 
proximately  five  years  for  statistical  and  credentialing  purposes 
after  which  records  may  be  destroyed. 

System  managerfs)  and  address:  Chief,  Bureau  of  Medicine  and 
Surgery,  Navy  Department,  Washington,  D.C.  20372. 

Notification  procedure:  Requests  should  be  addressed  to  Chief, 
Bureau  of  Medicine  and  Surgery,  Navy  Department,  Washington, 
D.C.  20372,  and  contain  the  schml/traiiung/  educational  facility  at¬ 
tended,  full  name,  social  security  number,  and  signature  of 
requestor.  The  individual  may  visit  BUMED  or  the  individual 
BUMED  managed  education  facility  and  must  possess  proof  of 
identification  in  the  form  of  driver’s  license  or  Military  DOD  ID 
Card,  or  other  information  that  will  positively  identify  requester. 

Record  access  procedures:  Information  may  be  obtained  from 
Chief,  Bureau  of  Medicine,  Navy  De];>artment,  Washington  D.C. 
20372  Telephone  AC  202  254-4279  AUTOVON  249-4279 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Military  personnel  records,  civilian  per¬ 
sonnel  records,  and  other  educational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00018  02 

System  name:  Bureau  of  Medicine  and  Surgery  Headquarters  Per¬ 
sonnel  System 

System  location:  Bureau  of  Medicine  and  Surgery,  Navy  Depart¬ 
ment,  Washington,  D.C.  20372 

Categories  of  individuals  covered  by  the  system:  Navy  Medical 
Corps,  Dental  Corps,  Medical  Service  Corps,  Nurse  Corps  and 
Warrant  officers  8175  -  active,  inactive,  regular,  reserve,  resigned, 
retired  and  deceased;  Navy  civilian  employees  -  GS  series  602 
(physician);  applicants  to  student  status  in  Navy  Aerospace 
Medicine,  Navy  Aerospace  Physiology  and  Navy  Aerospace  Ex¬ 
perimental  Psychology;  designated  flight  surgeons,  aerospace 
physiologists  and  aerospace  experimental  psychologists;  Navy  and 
civilian  personnel  qualified  as  divers;  Navy  and  civilian  personnel 
exposed  to  radiation  hazards;  civilian  physicians  applying  for  full 
time  graduate  medical  education;  distinguished/noted  civilian  physi¬ 
cians  in  capacity  of  lectuier/consultant. 
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Categories  of  records  in  the  system:  All  personal  and  demographic 
data;  education,  training  and  professional  qualifications;  assignment 
history,  projected  rotation  date,  projected  release  from  active  duty 
date,  active  duty  obligation,  officer  preference  card,  and  variable 
incentive  pay/continuation  pay  selection  data;  Hospit^  Corps  edu¬ 
cation  ana  training  history  with  grades  received,  commanaing  of¬ 
ficers'  performance  evaluation  and  recommendations;  demographic 
and  professional  information  on  civilian  physician  employees; 
periodic  and  total  lifetime  accumulated  radiation  dosage;  curricula 
vitae  of  civilian  consultants. 

Authorite  for  maintenance  of  the  system:  Title  10,  U.S.  Code; 
Title  to  CFR  Part  20  'Standards  for  Protection  Against  Radiation'. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Procurement,  training, 
promotion,  all  aspects  of  personnel  management;  career  develop¬ 
ment;  screening  and  selection  for  Hospital  Corps  training;  evalua¬ 
tion  of  candidates  for  position  of  lecturer/consultant;  mobilization 
planning  and  verification  of  Reserve  service;  management  of  physi¬ 
cal  standards;  maintenance  of  safe  radiation  protection  standards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  stored  on  disc,  tape,  punched  card. 
Manual  stored  in  card  files  and  folders  in  filing  cabinets. 

Retrievahility:  Automated  retrieved  by  key  to  any  data  field. 
Manual  retrieved  by  full  name. 

Safeguards:  Buildings  locked  outside  regular  working  hours. 

Retention  and  disposal:  Active  duty  records  maintained  during 
period  of  active  service.  Inactive  reserve  data  cards  maintained  per¬ 
manently.  Enlisted  training  and  duty  preference  records  destroyed 
every  2  years.  Reserve  correspondence  files  retired  to  National  Per¬ 
sonnel  Records  Center,  St.  Louis,  Mo.  on  termination  of  Ready  or 
Standby  Reserve  affiliation.  .Aerospace  Medicine  correspondence 
files  destroyed  2  years  after  termination  of  active  service;  cards 
retained  permanently.  Radiation  exposure  records  retained  for  7S 
years  and  destroyed.  Medical  Service  Corps  procurement,  training 
and  distribution  record  given  to  officer  when  active  service  is  ter¬ 
minated.  Medical  Service  Corps  officer  data  cards  and  professional 
qualifications  record  destroyed  when  active  service  is  terminated. 
Curricula  vitae  of  lecturer/consultants  destroyed  on  termination  of 
status. 

System  manager(s)  and  address:  Chief,  Bureau  of  Medicine  and 
Surgery 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  Chief,  Bureau  of  Medicine  and  Surgery,  Navy  Depart¬ 
ment,  Washington,  D.C.  20372.  The  request  shouJd  contain  full 
name,  rank,  SSAN,  file  number  (if  any),  and  designator.  Records 
may  be  reviewed  at  Potomac  Annex,  23rd  and  E  Street,  N.W. 
Washington,  D.C.  20372,  Monday  through  Friday,  except  holidays, 
from  0800  to  1630.  The  individu^  should  establish  his  identity  with 
some  standard  type  of  identification  card  showing  name  and  a 
recent  photograph. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Military  bureaus.  Headquarters,  offices 
and  commands;  educational  institutions  and  training  hospitals; 
Boards,  Colleges  and  associations  of  professional  licensure  and 
medical  specialties;  letters  and  telephone  conversations  from  in¬ 
dividuals;  automated  system  interfaces. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
N00018  03 

System  name:  Medical  Treatment  Record  System 

System  location:  Service  Medical  (Health  and  Dental)  Records  for 
active  duty  and  Reserve,  Navy  and  Marine  Corps  Personnel 
Retained  at  the  individuals  duty  station  or  reserve  unit.  (Mailing  ad¬ 
dresses  are  listed  in  the  Navy  directory  in  the  appendix  in  the  Com¬ 
ponent  System  Notice)  Bureau  of  Medicine  and  Surgery,  Navy  De¬ 
partment,  Washington,  D.C.  Bureau  of  Naval  Personnel,  Navy  De¬ 
partment,  Washington,  D.C.  Naval  Reserve  Personnel  Center, 
Naval  Training  Center,  Bainbridge,  MD.  Headquarters  Marine 
Corps,  Navy  Apartment,  Washington,  D.C.  Headquarters  Marine 
Corns,  Class  III,  ISOO  E.  Bannister  Road,  Kansas  City,  Missouri 
64131.  National  Personnel  Records  Center,  9700  Page  Boulevard, 
St  Louis,  Missouri  63132.  Inpatient  treatment  records  for  military 


active  duty,  dependents,  retired  military  and  dependents,  civilian 
employees,  VA  beneficiaries  and  humanitarian.  Naval  Regional 
Medical  Centers  and  hospitals.  National  Personnel  Records  Center, 
111  Winnebago  Street,  St.  Louis,  Missouri  63118.  Outpatient  treat¬ 
ment  records  for  dependents  of  military  active  duty,  retired  military 
and  their  dependents,  civilian  employees,  VA  benericiaries  and  hu¬ 
manitarian.  f4aval  Regional  Medical  Centers,  Naval  Hospitals,  and 
Clinics  (dispensaries)  National  Personnel  Records  Center,  1 1 1  Win¬ 
nebago  Street,  St.  Louis,  Missouri  63118. 

Categories  of  individuals  covered  by  the  system:  Navy,  Marine 
Corps,  other  military  personnel,  dependents,  retired  military  per¬ 
sonnel  and  dependents,  civilian  employees,  VA  beneficiaries  and 
humanitarian. 

Categories  of  records  in  the  system:  Service  Medical  (Health  and 
Dental)  Records  for  active  duty  and  reserve.  Navy  and  Marine 
Corps:  System  is  made  up  of  records  pertaining  to  the  member  or 
former  member's  medical  history;  physical,  dental  and  mental  ex¬ 
aminations;  consultation;  innoculations;  outpatient  treatment,  in¬ 
cluding  laboratory  and  x-ray  reports;  report  of  medical  boards; 
summaries  of  periods  of  hospitalization;  dental  evaluation  and 
treatment;  reports  of  exposure  to  Ionizing  Radiation;  results  of  spe¬ 
cial  diagnostic  and  clinical  studies;  recommendations  regarding 
requests  for  waivers  of  established  physical  standards. 

Inpatient  and  Outpatient  treatment  records:  File  contains  a  mul¬ 
tiplicity  of  prescribed  forms  documenting  health  evaluations,  medi- 
c^/dental  care  and  treatment  for  any  health  or  medical  condition  or 
problem  provided  an  eligible  individual  on  an  outpatient  and/or  in¬ 
patient  status.  The  records  contain  history  and  physical  examina¬ 
tions  or  health  evaluation,  reports  of  exposure  to  ionizing  radiation, 
consultation  reports  and  medical  care  and  treatment  provided,  in¬ 
cluding  procedures  utilized  such  as  surgery,  drugs,  dietary,  x-ray 
laboratory,  nursing  notes,  physical  therapy  and  other  speci^ty  care 
applicable  to  the  medic^  diagnosis  or  conditions  found.  The 
records  also  contain  patients  demographic  data,  family  health  histo¬ 
ry  data,  length  of  inpatient  stay,  disease  nomenclature,  discharge 
summary  of  inpatient  care.  Documentation  of  health  history,  diag¬ 
nosis,  care  and  treatment  provided  and  the  recording  thereof  con¬ 
form  with  the  standards  prescribed  by  the  Joint  Commission  on  Ac¬ 
creditation  of  Hospitals.  In  addition  to,  and  based  on  individual 
medical  record  files,  there  are  subsidiary  records  such  as  register  of 
patients,  patient  health  care  statistics,  operating  room  schedules, 
tumor  registers,  appointment  registers,  sick-call  logs,  x-ray  files, 
laboratory  files  and  logs,  pharmacy  records,  etc. 

Authority  for  maintenance  of  the  system:  10  (JSC  S13I  (as 
amended),  10  USC  5132,  44  USC  3101,  5  USC  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  relating  to  the  health  anid  medic^  treatment  of  members  and 
former  memlxrs  of  the  Naval  Service;  determining  physical  qualifi¬ 
cations  and  suitability  of  candidates  for  various  programs;  pierson- 
nel  assignment;  adjudicating  claims  and  appeals  before  the  Council 
of  Personnel  Boards  and  the  Board  for  Correction  of  Naval 
Records;  rendering  opinions  regarding  members  physical  fitness  for 
continued  naval  service;  and  litigation  involving  medical  care  pro¬ 
vided  members  and  former  members  of  the  Naval  Service;  per¬ 
formance  of  research  studies  and  compilation  of  statistical  data;  im¬ 
plementing  preventive  medicine.  Dentistry,  and  Communicable  Dis¬ 
ease  Control  programs.  Officials  and  employees  of  other  com¬ 
ponents  of  the  Department  of  Defense  in  the  performance  of  their 
official  duties  relatii^  to  determining  the  physical  qualifications  of 
applicants;  in  providing  medical  care  to  members  and  former  mem¬ 
bers  of  the  Naval  Service,  and  the  conduct  of  research  studies. 

Officials  and  employees  of  the  Veterans  Administration  in  the 
performance  of  their  official  duties  relating  to  the  adjudication  of 
Veterans  claims  and  in  providing  medical  care  to  members  of  the 
Naval  Service.  The  Attorney  General  of  the  United  States  or  his 
authorized  representatives  in  connection  with  litigation,  law  en¬ 
forcement,  or  other  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  carried  out  as  the  legal  representative  of  the 
Executive  Branch  agencies. 

Officials  and  employees  of  other  Departments  and  agencies  of 
the  Executive  Branch  of  government  upon  i^uest  in  the  per¬ 
formance  of  their  official  duties  related  to  review  of  the  physical 
qualifications  and  medical  history  of  applicants  and  employees  who 
are  members  or  former  members  of  the  Naval  Service  and  for  the 
conduct  of  medical  research  studies.  Private  organizations  and  in¬ 
dividuals  for  authorized  health  research  in  the  interest  of  the 
Fcxleral  (jovemment  and  the  public. 
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Officials  and  employees  of  the  National  Research  Council  in 
cooperative  studies  of  the  National  history  of  disease;  of  prognosis 
and  of  epidemiology.  Each  study  in  which  the  records  of  members 
and  former  members  of  the  Naval  Service  are  used  must  be  ap¬ 
proved  by  the  Surgeon  General  of  the  Navy, 

Officials  and  employees  of  local  and  state  governments  and  agen¬ 
cies  in  the  performance  of  their  official  duties  pursuant  to  the  laws 
and  regulations  governing  the  local  control  of  communicable  dis¬ 
eases,  preventive  medicine  and  safety  programs,  child  abuse  and 
other  public  health  and  welfare  programs,  authorized  surveying 
bodies  for  professional  certification  and  accreditations. 

When  required  by  Federal  statute,  by  Executive  order,  or  by 
treaty,  medical  record  information  will  be  disclosed  to  the  in¬ 
dividual,  organization,  or  governmental  agency,  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Service  Medical  (Health  and  Dental)  Records  for  active 
duty  and  reserve.  Navy  and  Marine  Corps: 

Records  are  stored  in  file  folders,  microform,  on  magnetic  tape, 
punched  cards,  machine  listings,  discs,  and  other  computerized  or 
machine  readable  media. 

Inpatient  and  Outpatient  treatment  records.  These  records 
ori^nate  at  any  Navy  medical  treatment  facility  where  the  in¬ 
dividual  comes  for  medical  care  and  treatment.  The  inpatient  treat¬ 
ment  records  are  retained  for  2  years  from  date  of  last  treatment  at 
the  activity  and  then  sent  to  the  National  Personnel  Records 
Center,  St.  Louis,  Missouri.  Outpatient  treatment  records  are  trans¬ 
ferred  for  continuity  of  care  and  treatment  to  other  medical  activi¬ 
ties  upon  change  of  station  by  the  service  member.  Outpatient  files, 
upon  2  years  from  date  of  last  treatment  are  transferred  to  the  Na¬ 
tional  Personnel  Records  Center. 

Inpatient  and  outpatient  treatment  records  are  maintained  in 
mechanized  lists,  fUe  folders,  microform,  and  on  magnetic  tape, 
discs,  punched  cards,  and  other  computerized  or  machine  readable 
media.  Inpatient  treatment  records  are  filed  numerically  by  hospital 
register  numbers.  The  alphabetical  patient  register  serves  as  the 
locator  media.  Outpatient  treatment  records  are  filed  by  the  military 
member’s  SSN  with  an  alphabetical  card  or  mechanized  list  or 
other  record  as  the  locator  media.  Medical  x-rays  are  filed  by  a 
sequential  numbering  system  in  manual  or  mechanized  format  with 
an  alphabetical  name  locator. 

Retrievability:  Service  Medical  (Health  and  Dental)  Records  for 
active  duty  and  reserve.  Navy  and  Marine  Corps: 

Records  held  by  divisions  within  BUMED  and  units  are  retrieved 
by  name  and  social  security  number.  Records  retired  to  the  Na¬ 
tional  Personnel  Records  Center,  St.  Louis,  Missouri  prior  to  1971 
are  retrieved  by  name  and  service  or  file  number,  after  that  date 
records  are  retrieved  by  name  and  social  security  number. 

Inpatient  and  Outpatient  treatment  records. 

Records  are  retrieved  by  manual  or  automated  locator  media 
(alpha  name  cards,  logs,  listings,  tapes,  etc.). 

Safeguards:  Records  are  maintained  in  various  kinds  of  filing 
equipment  in  specific  monitored  or  controlled  access  rooms  or 
areas;  public  access  is  not  permitted.  Computer  terminals  are 
located  in  supervised  areas;  access  is  controlled  by  password  or 
other  user  code  system;  utilization  reviews  ensure  that  the  system 
is  not  violated.  Access  is  restricted  to  personnel  having  a  ne^  for 
the  record  in  providing  further  medical  care  or  in  support  adminis¬ 
trative/clerical  function.  Records  are  controlled  by  a  charge-out 
system  to  clinical  and  other  authorized  personnel. 

Rctentioa  and  disposal:  Service  Medical  (Health  and  Dental) 
Records  for  active  duty  and  reserve.  Navy  and  Marine  Corps: 

Service  medical  and  dental  records  are  retained  until  the  termina¬ 
tion  of  individual’s  military  obligation  at  which  time  the  record  is 
transferred  to  permanent  storage  at  the  National  Personnel  Records 
Center. 

Inpatient  and  Outpatient  treatment  records. 

Military  in-patient  treatment,  files  are  retained  by  National  Per¬ 
sonnel  Records  Center  for  SO  years. 

Non-military  (supemumary  personnel)  inpatient  treatment  files 
are  retained  by  the  National  Personnel  Recoils  Center  for  2S  years. 
Outpatient  treatment  records-retained  by  the  National  Personnel 
Records  Center  for  2S  years. 

X-ray  film.  Entrance/separation  vrays  for  military  members- 
retained  by  National  Personnel  Records  Center  for  SO  years. 

Diagnostic  x-rays-retain  for  S  years  at  medical  facility  or  nearest 
records  center  and  then  destroyed. 


System  managcrfs)  and  address:  Service  Medical  (Health  and 
Dental)  Records  for  active  duty  and  reserve.  Navy  and  Marine 
Corps:  Chief,  Bureau  of  Medicine  and  Surgery,  Navy  Department, 
Washington,  D.C.  20372;  Commanding  Officers-Naval  Activities, 
ships,  and  stations.  Director,  National  Personnel  Records  Center, 
9700  Page  Boulevard,  St.  Louis,  Missouri  64131. 

Inpatient  and  outpatient  treatment  records:  (Thief,  Bureau  of 
Medicine  and  Surgery,  Navy  Department,  Washington,  D.C.  20372; 
Commanding  Officer,  Naval  Medical  Centers  and  hospitals  or  ac¬ 
tivities  having  clinics;  Director,  National  Personnel  Records  Center, 
St.  Louis,  Missouri  63118. 

NoUficatkm  procedure:  Service  Medical  (Health  and  Dental) 
Records  for  active  duty  and  reserve;  Navy  and  Marine  Corps: 

Requests  for  information  from  active  duty  personnel  should  be 
addressed  to  the  individual’s  Commanding  Officer,  official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen- 
dex  to  the  Component’s  systems  notice.  Reservists  should  address 
requests  for  information  to  Chief,  Bureau  of  Medicine  and  Surgery 
(Code  742),  Navy  Department,  Washington,  D.C. 

Former  memt^rs  who  have  no  further  reserve  or  active  duty 
obligation  should  address  requests  for  information  to  Director,  Na¬ 
tional  Personnel  Records  Center  (Navy  Reference  Branch),  9700 
Page  Boulevard,  St.  Louis,  Missouri  64131. 

All  written  requests  should  contain  the  full  name  and  social 
security  account  number  of  the  individual,  his  signature  and  those 
cases  where  his  period  of  service  ended  before  1971  his  service  or 
file  number.  In  requesting  records  for  personnel  who  served  before 
1964  information  provided  to  the  National  Personnel  Records 
Center  should  also  include  date  and  place  of  birth  and  dates  of 
periods  of  active  Naval  Service.  Active  duty  personnel  may  visit 
the  Medical  Department  at  their  duty  station.  Reservists  whose  tour 
of  active  duty  ended  after  1  July  1972  and  have  a  continued 
Reserve  obligation  may  visit  Code  742,  Bureau  of  Medicine  and 
Surgery,  Room  608,  Crystal  Mall  2,  1931  Jefferson  Davis  Highway, 
Arlington,  Virginia  22202.  Former  members  and  Reservists  whose 
tour  of  active  duty  ended  prior  to  1  July  1972  may  visit  the  Na¬ 
tional  Personnel  Records  Center,  9700  Page  Boulevard,  St.  Louis, 
Missouri  63132.  Proof  of  identification  in  the  case  of  active  duty 
retired  and  Reserve  personnel  will  consist  of  the  Armed  Forces  of 
the  U.S.  Identification  Card  or  by  other  types  of  identification 
bearing  picture  and  signature.  Former  members  may  provide 
drivers  license  or  other  types  of  identification  bearing  picture  and 
signature. 

Inpatient  and  outpatient  treatment  records: 

(Care/treatment-within  2  years)  Commanding  Officer,  Naval  Re¬ 
gional  Medical  Center  or  hospital. 

(More  than  2  years)  Director,  National  Personnel  Records 
Center,  111  Winnebago  Street,  St.  Louis,  Missouri  63118. 

Provide  the  following  data:  Full  name,  service  number,  status  or 
SSN  of  sponsor,  date(s)  of  treatment  or  period  of  hospitalization, 
address  at  time  medical  treatment,  if  known. 

Office  where  requester  may  visit  to  obtain  information  of  records 
pertaining  to  the  individual 

Regioiud  Medical  Center  or  Naval  Hospital 

Chief,  Patient  Affairs  Service 

Chief,  Outpatient  Service 

Officer-in-charge  other  Navy  medical  facility 

Full  name,  date  and  place  of  birth,  ID  card  or  drivers  license,  or 
other  identification  to  sufficiently  identify  the  individual  with  the 
medical  records  held  by  the  treatment  facility. 

Record  access  procedures:  Sysmanager 

Service  Medical  (Health  and  Dental)  Records  for  active  duty  and 
reserve.  Navy  and  Marine  Corps:  Requests  from  individuals  should 
be  addressed  to  Director,  Health  Records  Division,  Bureau  of 
Medicine  and  Surgery,  Navy  Department,  Washington,  D.C.  20372. 

Contesting  record  procedures:  The  agency’s  rtiles  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerning  may  be  retained  from  the 
SYSMANAGER. 

Record  source  categories:  Reports  from  attending  and  previous 
physicians  and  other  medical  personnel  regarding  the  results  of 
physical,  dental  and  mental  examinations,  treatment,  evaluation, 
consultation,  laboratory,  x-ray  and  special  studies  conducted  to 
provide  health  care  to  the  individual  is  to  determine  the  individuals 
physical  and  dental  qualification. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00018(M 

System  name:  Decedent  Affairs  Records  System 
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PRIVACY  ACT  ISSUANCES 


System  locatkm:  Bureau  of  Medicine  and  Sur]gery  (Code  73),  23d 
and  E  Sts,  NW,  Washington,  D.  C.  20372  Commandants  of  Naval 
Districts  CO  Naval  Medical  Treatment  Facilities 
Categories  of  Individuals  covered  by  the  system:  Deceased  in¬ 
dividuals  for  whom  the  Department  of  the  Navy  is  responsible 
Categories  of  records  in  the  system:  Reports  concerning  casualty, 
status,  transportation  of  remains,  requests  for  special  escorts  and 
our  responses,  disposition  instructions,  acknowledgements  to  next 
of  kin;  pertinent  data,  medals  and  awa^s,  preparation  and  identifi¬ 
cation  of  remains  reports,  escort  orders  and  debriefing  forms,  death 
certificates,  some  autopsy  reports,  DD  Forms  1300  (Reports  of 
Casualty);  correspondence  pertaining  thereto;  and  adjudication  co¬ 
pies  and  paid  vouchers  and  statistics  data  excerpted  from  decedent 
affairs  files 

Authority  for  maintenance  of  the  system:  Title  S,  US  Code  103a 
and  b;  Title  10,  Sections  1481-1488,  US  Code;  Executive  Orders 
8SS7,  30  Sep  40  and  10209  of  I  Feb  51;  44  US  Code  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  PURPOSE 
To  facilitate  and  monitor  return  of  remains  and  associated 
benefits 

CATEGORIES  OF  USERS 

Department  of  Navy  and  families  of  decedents 

SPECIFIC  USES 

Verification  of  eligibility  for  benefits;  provision  of  information  to 
families  of  decedents  concerning  identification,  care  and  return  of 
remains,  causes  of  death  and  payment  of  allowances 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  Statistical  data  on  magnetic 
tape 

Retrievability:  Filed  alphabetically  according  to  name  of  decedent 
by  fiscal  year  of  date  of  death  ~  Name,  social  security  (or  serial) 
number,  date  of  death 

Safeguards:  Locked  building  and  guard  during  non-duty  hours; 
personnel  screening  during  duty  hours 
Retention  and  dispml:  Permanent  •  Records  are  accumulated 
chronologically  and  filed  alphabetically  by  fiscal  year;  held  three 
years  and  retired  to  the  Federal  Recoils  Center  for  permanent  re¬ 
tention  under  control  of  this  Bureau 
System  manager(s)  and  address:  Chief,  Bureau  of  Medicine  and 
Surgery  Commandants  of  Naval  Districts  Commanding  Officers, 
Medici  Treatment  Facilities 

Notification  procedure:  Address  inquiries  to  the  systems  manager 
Inquiry  must  include  name  of  decedent,  military  status  at  time  of 
death,  SSAN  and/or  service  number,  and  date  of  death  Requestor 
may  visit  Bureau  of  Medicine  and  Surgery  (Code  73),  23d  and  E 
Streets,  NW,  Washington,  D.  C.  20372 
Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  systems  manager 
Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 
Record  source  categoi^:  Reports  submitted  by  field  commands 
and  next  of  kin  as  required  by  regulations  and  directives  pertaining 
to  the  decedent  affairs  program 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00018  05 

System  name:  Uncollectible  Accounts 
System  location:  Primary  System  -  Chief,  Bureau  of  Medicine  and 
Surgery,  Navy  Department,  Washington,  D.  C.  20372.  Decentral¬ 
ized  Segments  -  Naval  Hospitals  and  Medical  Centers  which  pro¬ 
vide  services  or  perform  work  giving  rise  to  such  accounts  receiva¬ 
ble.  (Mailing  addresses  are  list^  in  the  directory  of  Department  of 
the  Navy  mailing  addressesin  the  Appendix  to  the  Component 
System  Notice.) 

Categories  of  individuals  covered  by  the  system:  Any  individual  in¬ 
curring  indebtedness  to  the  United  States  by  receiving  health  care 
treatment  or  examination  services  funded  by  the  Navy  Medical  De¬ 
partment.  Coverage  also  includes  sponsors  and  other  persons 
responsible  for  the  debts  of  such  persons. 

Categories  of  records  in  the  system:  The  types  of  records  in  the 
system  include  Request  for  Recovery  of  CHAMPUS  Funds 
(CHAMPUS  Form  II);  letter  reports  of  uncollectible  accounts 


receivable;  substantiating  documents  such  as  Supplies  and/or  Ser¬ 
vices  provided  by  Civilum  Hospitals  (DA  Form  1863-1),  Services 
and/or  Supplies  provided  by  Civilian  Sources  (except  Hospitals) 
(DA  Form  1863-2),  Explanation  of  Benefits  forms,  physicians’  and 
hospitals’  statements  of  services  and  charges,  payment  receipts,  ad¬ 
mission  documents,  and  correspondence  relating  to  collection  at¬ 
tempts  or  attempts  to  ascertain  elligibility  status  or  patient  catego¬ 
ry;  records  of  payments  received;  records  of  transmittal  of  ac¬ 
counts  to  investigative  organizations,  the  Department  of  Justice, 
and/or  the  General  Accounting  Office;  and  records  suspending  or 
terminating  collection  action  or  effecting  compromise  settlement 
agreements. 

Authority  for  maintenance  of  the  system:  31  USC  19I-19S,  227, 
and  952  (also  known  as  the  Federal  Claims  Collection  Act  of  1966); 
10  USC  1078-179;  and  37  USC  702,  705,  and  1007. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  the 
system  is  collected  to  facilitate  the  recovery  of  amounts  owed  the 
United  States.  Users  of  the  information  includes  field  and  bureau 
collection  agents.  The  information  is  used  to  determine  amounts 
owed,  meth^s  to  be  employed  to  effect  recovery,  and  whether  or 
not  the  claim  can  be  compromised  or  collection  action  thereon  ter¬ 
minated  or  suspended.  In  rare  and  exceptional  cases  an  account  file 
is  referred  to  the  Navy  Investigative  Service  Office,  the  Depart¬ 
ment  of  Justice,  or  the  General  Accounting  Office.  Any  individual 
records  in  the  system  might  be  transferred  to  any  component  of  the 
DOD. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  reading  fttes.  Index 
cards  (3’x5’). 

Retrievability:  Filed  alphabetically  by  last  name  of  debtor  within 
the  fiscal  year  in  which  indebtedness  was  incurred.  Summary 
records  filed  by  medical  treatment  facility. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened  and  trained. 

Retenthm  and  disposal:  Records  are  retained  in  active  file  until 
collection  action  has  been  completed,  compromised,  suspended,  or 
terminated.  They  are  held  in  inactive  file  until  statute  of  limitations 
has  run  and  then  destroyed. 

System  manager(s)  and  address:  Chief,  Bureau  of  K'ecacine  and 
Surgery,  Navy  Department,  Washington,  D.  C.  20372  and  Com¬ 
manding  Officers  of  Medical  Treatment  Facilities  under  the  Com¬ 
mand  of  the  (Tiief,  Bureau  of  Medicine  and  Surgery. 

Notification  procedure:  Information  may  be  obtained  from  the 
Chief,  Bureau  of  Medicine  and  Su^ry.  Requests  should  provide 
the  full  name  of  the  debtor,  the  mihta^  or  dependency  status  of 
the  debtor,  and  the  location  and  approximate  dates  of  treatment  or 
examination.  The  requestor  may  visit  the  Comptroller,  Bureau  of 
Medicine  and  Surgery,  23rd  and  ’E’  Streets,  N.  W.,  Washington,  D. 
C.  to  obtain  information  on  whether  or  not  the  system  contains 
records  pertaining  to  him  or  her.  A  valid  driver’s  license  and/or 
military  ID  card  ^1  be  considered  adequate  proof  of  identity. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  a^  appearling  initial  deter¬ 
minations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories:  Medical  Treatment  Facilities  providing 
services  which  resulted  in  indebtedness  to  the  United  States, 
OCHAMPUS  Denver,  U.  S.  Postal  Service,  Military  Locator  Ser¬ 
vices,  State  Departments  of  Motor  Vehicles,  any  component  of  the 
IX)D,  the  Department  of  Justice,  the  General  Accounting  Office, 
retail  credit  associations,  financial  institutions,  current  or  previous 
employers,  educational  institutions,  trade  associations,  automated 
system  interfaces,  local  law  enforcement  agencies,  the  Department 
of  Health,  Education,  and  Welfare,  the  Internal  Revenue  Service, 
and  the  Civil  Service  Commission. 

Systems  exempted  from  certain  provisktos  of  the  act:  NONE 
N00018  06 

System  name:  Navy  Medical  Department,  Inpatient  Data  System 
MED-6300-2. 

System  location:  Naval  Medical  Data  Services  Center,  Bethesda, 
Maryland,  ships  and  stations  having  Medical  Department  personnel 
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Categories  of  individuals  covered  by  the  system:  All  inpatients 
treated  in  naval  medical  treatment  facilities 
Categories  of  records  in  the  system:  Inpatient  Admis¬ 
sion/Disposition  Record,  NAVMED  6300/S 
Authority  for  maintenance  of  the  system:  U.S.  Code,  Title  44,  Sec¬ 
tion  3101 

Routine  uses  of  records  maintained  in  the  system,  including  cate^ 
ries  of  users  and  the  purposes  of  such  uses:  a.  Essentimly,  this 
requirement  calls  for  the  following  information  by  each  user.  (1)  To 
provide  medical  workload  data  by  individual  reporting  facility  to 
the  Bureau  of  Medicine  and  Surgery;  to  provide  morbidity  data  to 
the  Preventive  Medicine  Division,  Bureau  of  Medicine  and  Surgery. 
(2)  Surgeon  General  Army  to  provide  inpatient  data  for  Army  pa¬ 
tients  treated  in  Navy  medical  facilities;  Surgeon  General  Air  Force 
to  provide  inpatient  data  for  Air  Force  patients  treated  in  Navy 
mescal  facilities;  Health,  Education,  and  Welfare  -  special  studies 
of  selected  diagnoses;  Members  of  Congress  and  Congressional 
Committees;  Natioiuil  Academy  of  Sciences  special  studies  of 
selected  diagnoses;  General  Accounting  Office  -  special  studies  of 
selected  diagnoses  and  workload.  (3)  These  data  are  used  primarily 
to  portray  workload  and  morbidity  data  on  a  summary  basis  and 
not  by  individual  case. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tapes,  discs 
and  punch  cards. 

Retrievahility:  Automated  records  are  primarily  used  to  provide 
statistical  summary  data.  The  data  can  be  retrieved  by  Social 
Security  Number. 

Safeguards:  The  computer  facility  is  located  in  restricted  locked 
area  accessible  only  to  authorized  persons  (computer  operation  per¬ 
sonnel  and  programmers). 

Retention  and  disponi:  Computer  magnetic  tapes  and  discs  wiU 
be  retained  for  special  disease  and  injury  studies  for  10  years 
minimum,  maximum  not  yet  determined. 

System  manageris)  and  address:  The  Chief  of  Bureau  of  Medicine 
and  Surgery,  Department  of  Navy,  23rd  and  E  Streets,  N.W., 
Washington,  D.C.  20372 

Notification  procedure:  Request  should  be  addressed  to  above  ad¬ 
dressee.  The  letter  should  contain  the  full  name  and  Social  Security 
Account  Number  and/or  Service  Number  of  the  requestor  and  his 
signature. 

Record  access  procedures:  Information  may  be  obtained  from: 
Chief,  Bureau  of  Medicine  and  Surgery 
Department  of  Navy 
23id  and  E  Streets,  N.W. 

Washington,  D.C.  20372 
Telephone  Area  Code  202/254-4186 
Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Inpatient  Admission/Disposition 
Record,  NAVMED  6300/S,  from  all  naval  medical  treatment  facili¬ 
ties. 

Systems  exempted  from  certain  provisions  c*!  the  act:  NONE 
N00018  07 

System  name:  Active  Duty  Navy  and  Marine  Corps  Death  System 
(civilian/overseas  death  certificate) 

System  location:  Naval  Medical  Data  Services  Center,  Bethesda, 
Md.  and  Ships  and  Stations  having  Medical  Department  personnel 
reporting  active  duty  Navy  and  Marine  Corps  deaths. 

Categories  of  individuals  covered  by  the  system:  Deaths  for  active 
duty  Navy  and  Marine  Corps  personnel 
Categories  of  records  in  the  system:  Civilian  Death  Certificates 
and  overseas  Civilian  Death  Certificates,  (NAVMED  5360/2) 
Authority  for  maintenance  of  the  system:  U.S.  Code  Title  44,  Sec¬ 
tion  3101. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Essentially,  this  require¬ 
ment  calls  for  the  following  information  by  each  user.  To  provide 
Summary  Death  Statistics  to  the  Decedent  Affairs  and  Service 
Branch,  Bureau  of  Medicine  and  Surgery.  Studies  of  selected  diag¬ 
noses  for  various  Bureau  of  Medicine  and  Surgery  Codes.  These 


files  are  used  primarily  to  portray  death  data  on  a  summary  basis 
and  not  by  individual  case. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tapes  and 
discs. 

Retrievahility:  Automated  records  are  primarily  used  to  provide 
statistical  summary  data.  The  data  can  be  retrieved  by  social  securi¬ 
ty  number. 

Safeguards:  The  computer  facility  is  located  in  restricted,  locked 
area  accessible  only  to  authorized  persons.  (Computer  operation 
personnel  and  programmers). 

Retention  and  disposal:  Computer  magnetic  tapes  and  discs  will 
be  retained  for  10  years  for  special  disease  and  injury  studies, 
minimum,  the  maximum  not  yet  determined. 

System  managerfs)  and  address:  The  Chief  of  Bureau  of  Medicine 
and  Surgery,  Department  of  Navy,  23rd  and  E  Streets,  N.W., 
Washington,  D.C.  20372. 

NotificatioD  procedure:  Request  should  be  addressed  to  above  ad¬ 
dressee.  The  letter  should  contain  the  full  name  and  social  security 
account  number  and/or  service  number  of  the  requestor  and  his 
signature. 

Record  access  procedures:  Information  may  be  obtained  from: 
Chief,  Bureau  of  Medicine  and  Surgery 
Department  of  Navy 
23rd  A  E  Streets,  N.W. 

Washington,  D.C. 

Telephone  Area  Code  202/254-4186 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Active  duty  Navy  and  Marine  Corps 
deaths  from  civilian  death  certificates  and  overseas  death  cer¬ 
tificates  (NAVMED  5360/2). 

Systons  exempted  from  certain  provisions  of  the  act:  NONE 
N00018  08 

System  name:  Navy  Medical  Department,  Medical  Board  Data 
System 

System  location:  Naval  Medical  Data  Services  Center,  Bethesda, 
Md.  and  all  Navy  and  Marine  Corps  facilities  conducting  Medical 
Board  proceedings  and  U.S.  Army  Tripler  General  Hospital,  Hawaii 

Categories  of  individuak  covered  by  the  system:  Navy  and  Marine 
Corps  personnel  receiving  Medical  Board  action 

Categories  of  records  in  the  system:  Medical  Board  Report  Cover 
Sheet  (NAVMED  6100/1) 

Authority  for  maintenance  of  the  system:  U.  S.  Code  Title  44,  Sec¬ 
tion  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  Medical 
Board  summary  data  to  the  Director  Physical  Standards  and  Special 
Review  Division,  Bureau  of  Medicine  and  Surgery;  special  studies 
of  selected  diagnoses.  These  data  are  used  primarily  to  portray 
Medical  Board  workload  and  diagnostic  data  on  a  summary  basis 
and  not  by  individual  case. 

Policies  and  pnetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tapes  and 
discs 

Retrievahility:  Automated  records  are  primarily  used  to  provide 
statistical  summary  data.  The  data  can  be  retrieved  by  social  securi¬ 
ty  number. 

Safeguards:  The  computer  facility  is  located  in  restricted  locked 
area  accessible  only  to  authorized  persons.  (Computer  Operation 
personnel  and  Programmers) 

Retention  and  disposal:  Computer  magnetic  tapes  and  discs  will 
be  retained  for  special  disease  and  injury  studies,  10  year  minimun, 
maximum  not  yet  determined. 

System  manager(s)  and  address:  The  Chief  of  Bureau  of  Medicine 
and  Surgery,  Department  of  Navy,  23rd  and  E  Streets,  N.W., 
Washington,  D.  C.  20372. 

Notification  procedure:  Request  should  be  addressed  to  above  ad¬ 
dressee.  The  letter  should  contain  the  full  name  and  social  security 
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account  number  and/or  service  number  of  the  requestor  and  his 
signature. 

Record  access  procedures:  Information  may  be  obtained  from; 
Chief,  Bureau  of  Medicine  and  Surgery 
Department  of  Navy 
23id  and  E  Streets,  N.  W. 

Washington,  D.  C.  20372 
Telephone  Area  Code  202/254-4186 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individu^  concerned  may  be  obtained  from 
SYSMANAGER. 

Record  source  categories:  Medical  Board  Report  Sheet 
(NAVMED  6100/1)  from  all  Navy  and  Marine  Corps  facilities  con¬ 
duction  Medical  Board  Proceedings  and  U.  S.  Army  Tripler  General 
Hospital. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
N00018  09 

System  name:  Bureau  of  Medicine  and  Surgery  Personnel  Manage¬ 
ment  Information  System 

System  location:  Bureau  of  Medicine  and  Surgery-controlled  filed 
activities.  Addresses  listed  in  DOD  directory,  appendix  to  the  Com¬ 
ponent  Systems  Notice. 

Categories  of  individuals  covered  by  the  system:  Active  duty  Navy 
medical  officers 

Categories  of  records  in  the  system:  Professional  Performance . 
Data  Sheet  (NAVMED  1611/1  Rev  7/74);  Report  of  Off-Duty 
Remunerative  Professional  Civilian  Employment  by  Officers  of  the 
Medical  Department  (BUMEDNOTE  1610,  22  Jan  75);  listing  of 
Surgical  and  Surgical  Support  Team  Personnel. 

Authority  for  maintenance  of  the  system:  Title  10,  U.S.  Code,  5 
use  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Professional  aspect  of 
officer  assignment;  statistical  evaluation  of  off-duty  professional 
employment;  surgical  team  contingency  planning;  user  is  Medical 
Corps  Division,  BUMED. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  filing  cabinets. 

Retrievability:  Last  name 

Safeguards:  Locked  cabinets;  Spaces  locked  outside  regular 
working  hours. 

Retention  and  disposal:  Files  retained  for  duration  of  member's 
active  service. 

System  managerfs)  and  address:  Chief,  Bureau  of  Medicine  and 
Surgery 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  Chief,  Bureau  of  Medicine  and  Surgery,  Navy  Depart¬ 
ment,  Washington,  D.C.  20372.  The  request  should  contain  full 
name,  rank  SSAN  and  file  number  (if  anyT 

Record  access  procedures:  Code  31,  Bureau  of  Medicine  and  Sur¬ 
gery,  Navy  Depmtment,  Washington,  D.C.  20372. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  deter- 
minaton  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Chairman  of  clinical  departments;  com¬ 
manding  officers. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00018  10 

System  name:  Child  Advocacy  Program  File 

System  location:  Central  Registry  -  Chief,  Burau  of  Medicine  and 
Surgery,  Navy  Department,  Washington,  D.  C.  20372.  Individual 
Case  Files  —  Naval  Regional  Medical  Centers,  naval  hospitals  and 
clinics  (dispensaries),  and  duty  stations  of  the  military  sponsors. 
(Mailing  addresses  of  duty  stations  are  listed  in  the  DOD  directory 
in  the  Appendix  to  the  Component  System  Notice.) 

Categories  of  individuals  covered  by  the  system:  All  children  enti¬ 
tled  to  care  at  Navy  medical  and  dentad  facilities  whose  abuse  or 
neglect  is  brought  to  the  attention  of  appropriate  authorities,  and  all 
persons  suspected  of  abusing  or  neglecUng  such  children. 


Categories  of  records  in  the  system:  Medical  records  of  suspected 
and  confirmed  cases  of  child  abuse  or  neglect,  investigative  re¬ 
ports,  correspondence,  child  advocacy  committee  reports,  follow¬ 
up  and  evaluative  reports,  and  any  other  supportive  data  assembled 
relevant  to  individual  child  advocacy  program  files. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  10  U.S.C. 
5132,  and  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  (Jfficials  and  employees 
of  the  Department  of  the  Navy,  in  he  performance  of  their  official 
duties  relating  to  health  and  medical  treatment  of  members  and 
former  memlxrs  of  the  unifomed  services,  civilians,  and  depen¬ 
dents  receiving  medical  care  under  Navy  auspices;  determining 
qualifications  and  suitability  of  Navy  and  Marine  Corps  personnel 
for  various  programs,  duty  assignments,  and  fitness  for  continued 
military  service;  and  performaiKe  of  research  studies  and  compila¬ 
tion  of  statistical  data. 

Officials  and  employees  of  other  components  of  the  Department 
of  Defense  and  other  Departments  and  agencies  of  the  Executive 
Branch  of  government,  in  the  performance  of  their  ofHcial  duties 
relating  to  the  coordination  of  child  avocacy  programs,  medical 
care,  and  research  concerning  child  abuse  and  neglect. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives,  in  connection  with  litigation  or  other  matters  under 
the  direct  jurisdiction  of  the  Department  of  Justice  or  carried  out  as 
the  legal  representative  of  the  Executive  Branch  agencies. 

Federal,  state,  or  local  governmental  agencies  when  it  is  deemed 
appropriate  to  utilize  civilian  resources  in  the  counseling  and  treat¬ 
ment  of  individuals  or  families  involved  in  child  abuse  or  neglect, 
or  when  it  is  deemed  appropriate  or  necessary  to  refer  a  case  to 
civilian  authorities  for  civil  or  criminal  law  enforcement. 

Authorized  officials  and  employees  of  the  National  Academy  of 
Sciences,  and  private  organizations  and  individuals  for  autorized 
health  research  i  the  interest  of  the  federal  government  and  the 
public;  and  authorized  surveying  bodies  for  professional  certifica¬ 
tion  and  accreditation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  may  be  stored  in  file  folders,  microfilm,  mag¬ 
netic  tape,  punched  cards,  machine  lists,  discs,  and  other  compu¬ 
terized  or  machine  readable  media. 

Retrievability:  Records  are  retrieved  by  name  of  the  abused  or 
neglected  child  and  the  social  security  number  of  the  sponsor  or 
guardian. 

Safeguards:  Records  are  maintained  in  various  kinds  of  filing 
equipment  in  specified  monitored  or  controlled  access  rooms  or 
areas.  Public  access  is  not  permitted.  Records  are  accessible  only  to 
authorized  personnel  who  are  properly  screened  and  trained,  and 
on  a  need-to-know  basis,  only. 

Computer  terminals  are  located  in  supervised  areas,  with  access 
controlled  by  password  or  other  user  co^  system. 

Rctenthm  and  disponi:  Child  advocacy  case  records  are  main¬ 
tained  at  the  activity  having  cognizance  of  the  case  for  a  period  of 
5  yars  and  are  then  destroyed.  Central  registry  records  are  per- 
marmnUy  retaned  under  the  control  of  the  Bureau  of  Medicine  and 
Surgery. 

System  manaperfs)  and  address:  Central  Registery  —  Chief,  Bu¬ 
reau  of  Medicme  and  Suri^ry,  Navy  Department,  Washirtgfon, 
D.C.  20372,  -  and  commanduig  officers  of  medical  treatment  facili¬ 
ties  under  the  command  of  the  Chief,  Bureau  of  Medicine  and  Sur¬ 
gery,  where  the  treatment  and  reporting  occurr^. 

Notification  procedure:  Informational  requests  should  be  directed 
to  the  cognizant  system  man^rfs).  Requests  should  contain  the 
full  name  of  the  cl^  and  soci^  security  number  of  the  military  or 
civilian  sponsor  or  guardian,  date  and  place  of  treatment,  and  al¬ 
leged  reporting  of  incident.  The  requester  may  visit  the  office  of 
the  Chief,  Bureau  of  Medicine  and  Surgery,  23rd  and  'E'  Streets, 
N.W.,  Washington,  D.C.  and  the  commading  officers  of  the  in¬ 
dividual  medical  treatment  facilities  to  obtain  information  on 
whether  or  not  the  system  contains  records  pertairiing  to  hime  or 
her.  Armed  Forces  I.D.  card  or  other  tyi>e  of  identifeation  bearing 
the  picture  and  signature  of  the  requester  will  be  considered 
adequate  proof  of  identity. 

Record  access  procedures:  The  agetKy’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  arid  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  tmtainra  from  the  system  manager. 
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Record  source  catefories:  Reports  from  physicians  and  othe  medi¬ 
cal  department  personnel  regarding  the  results  of  physical,  dental, 
mental,  and  othe  examinations,  treatment,  evaluation,  consultation, 
laboratory,  x-ray,  and  special  studies;  reports  and  information  from 
otiier  sources,  including  educational  institutions,  medical  institu¬ 
tions,  law  enforcement  agencies,  public  and  private  health  and  wel¬ 
fare  agencies,  and  witnesses. 

Systems  exempted  from  certain  provlskms  of  the  act:  Part  of  this 
system  may  be  exempt  under  S  U.S.C.  SS2a(k)  (2)  and  (S),  as  ap¬ 
plicable.  For  additional  information,  contact  the  system  managerfs). 

N00019  AIR  953  BIO 
System  name:  People  files 

System  locatioa:  Department  of  the  Navy,  Naval  Air  Systems 
Command,  Washington,  D.C.  20361 

Calories  of  individuals  covered  by  the  system:  Key  individuals  in 
the  history  of  the  development  of  naval  aviation. 

Categories  of  records  in  the  system:  General  biographical  data  and 
some  imotographs. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Historical  research  by 
NAVAIR  historian’s  office. 

Policies  and  p-actices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 

Retrievability:  Name 

Safeguards:  General  monitoring  of  visitors  to  the  office  and 
locking  of  cabinets. 

Retention  and  disposal:  Indefinite 

System  managerfs)  and  address:  Historian,  AIR-953,  Naval  Air 
Systems  Command 

Notification  procedure:  Contact  Historian,  AIR-9S3,  at  above  ad¬ 
dress.  Requester  must  provide  name.  Office  to  visit:  AIR-953. 
Identification  required:  none. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Heads  of  Naval  Air  Systems  Command 
Headquarters,  Groups  and  Staff  Offices. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022  NONAP ACTSUPSYS 

System  name:  Nonappropriated  Fund  Activity  Information  Support 
System 

System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.  C.  20370;  and  local  nonappropriated  Fund  Activi¬ 
ties  under  the  cognizance  of  the  Chief  of  Naval  Personnel. 

Categories  of  individuals  covered  by  the  system:  Individuals 
authorized  under  current  regulations  to  use  Conunissioned  Officers 
Messes  (open).  Chief  Petty  Officer  Messes,  Petty  Officer  First  and 
Second  Class  Messes,  EnUsted  Men’s  CTubs,  Consolidated  Package 
Stores,  Special  Services  facilities,  and  other  Non-Appropriated 
Fund  Activities  under  the  cognizance  of  the  Chief  of  Naval  ^rson- 
nel. 

Categories  of  records  in  the  system:  Correspondence,  records, 
membership  applications,  membership  and  user  listings  of  Nonap¬ 
propriated  Fund  Activity  facilities,  accounts  receivable  records, 
bad  check  listings,  investigatory  reports  involving  abuse  of  facili¬ 
ties,  required  for  management  of  Nonappropriated  Fund  Activities 
under  the  cognizance  Chief  of  Naval  Personnel. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  nrstm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  duties 
related  to  the  management,  supervision  and  administration  of 
Nonappropriated  Fund  Activities  under  the  cognizance  of  the  Chief 
of  Naval  Personnel.  The  Comptroller  General  or  any  of  his 
authorized  representatives,  upon  request,  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  related  to  the 
management,  supervision,  and  administration  of  Nonappropriated 
Fund  Activities  under  the  cognizance  of  the  Chief  of  Naval  Person¬ 
nel. 


Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  Nonappropriated 
Fund  Activities  under  the  cognizance  of  the  Chief  of  Naval  Person¬ 
nel. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  leg^  representatives  of  the  Executive 
Branch  Agencies. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committees  or  sub  conunittees  thereof  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  per¬ 
sons  covered  by  this  system.  , 

Such  Civilian  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed 
to  the  individual,  organization,  or  governmental  agency  as  necessa- 
D'- 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes, 
disc,  drums  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability:  Primarily  by  Name,  and/or  Social  Security 
Number/Membership  Number. 

Safeguards:  Computer  and  punched  card  processing  facilities  are 
located  in  restricted  areas  accessible  only  to  authorized  persons 
that  are  properly  screened,,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy 
and  Marine  Corps  Records,  or  Departmental  Instructions. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.  C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to;  Chief  of  Naval  Personnel  (Attn;  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  20370;  or  to  the  Head  of  the  local  Nonap¬ 
propriated  Fund  Activity  concerned.  The  letter  should  contain  full 
name,  social  security  account  number,  status,  address,  and  signa¬ 
ture  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Washing¬ 
ton,  D.  C.  20370  (Arlington  Annex,  FOB  2),  Rm.  1066  for 
assistance  with  records  located  in  that  building;  or  the  individual 
may  visit  the  local  activity  concerned  for  access  to  locally  main¬ 
tained  records.  Proof  of  identification  udll  consist  of  Military 
Identification  Card  for  persons  having  such  cards,  or  other  picture¬ 
bearing  identification. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  c^tain^  from  the  SYSMANAGER. 

Record  source  categories:  Officals  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  .Department  of  Defense,  and  components 
thereof,  in  performance  of  their  official  duties  and  as  specified  by 
current  Instructions  and  Regulations  promulgated  by  competent 
authority;  general  correspondence  concerning  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022.S6 

System  name:  Navy  Overseas  Assignment  Inventory  System. 

System  locatioa:  Center  for  Research  and  Education,  2010  E.  17th 
Avenue,  Denver,  Colorado  80206;  and  Bureau  of  Naval  Personnel, 
Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Naval  enlisted 
personnel  on  active  duty. 

Categories  of  records  in  the  system:  Responses  to  attitude  associa¬ 
tion  questionnaire,  overseas  performance  evaluation,  pay  grade, 
duty  station,  job  rating,  and  personal  data  such  as  marit^  status, 
age,  sex,  dependency,  and  length  of  service. 

Authority  for  maintenance  of  the  system:  Title  5  USC  301,  Depart¬ 
mental  Regulations. 
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Routine  uses  of  records  maintained  in  the  svstm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  relating  to  screening  and  assigning  of  naval  personnel  over¬ 
seas. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.  S.  Navy. 

Statistical  sununaries  may  be  given  other  Department  of  Defense 
aMncies  upon  request.  Such  summaries  will  have  no  personal 
identifying  data. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tape.  Printed 
reports,  questionnaire  responses,  and  other  paper  documents  sup¬ 
porting  the  system  are  stored  in  locked  filing  cabinets. 

Retrievability:  Automated  records  are  retrieved  by  name  and  mili¬ 
tary  identification  number. 

Safeguards:  Computer  files  are  kept  in  safety  deposit  boxes  when 
not  in  use.  Printouts,  questionnaire  responses  and  ^ther  paper 
documents  supporting  the  system  have  limited  controlled  access. 

Retention  and  disposal:  Questionnaire  responses  are  destroyed 
after  conversion  to  magnetic  tape  by  incineration  that  is  person- 
nally  supervised  by  CRE  staff.  At  termination  of  study  and  all 
requested  analyses,  magnetic  tapes  will  be  erased. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370.  llie  letter  should 
contain  full  name,  rate,  military  identification  number,  address,  and 
signature  of  the  requester. 

Record  access  procedures:  The  Agency's  rules  for  access  to 
records  may  be  ot^ned  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Officer  and  employees  of  the  Depart¬ 
ment  of  the  Navy  and  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00022,81 

System  name:  Personnel  Security  Eligibility  information  System 

System  location:  Prmary  System-Bureau  of  Naval  Personnel, 
Navy  Department,  Washington,  D.C.  20370 

Secondary  System-local  activity  to  which  individual  is  assigned 
(see  Directory  of  the  Department  of  the  Navy  Mailing  Addresses) 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
U.S.  Navy  and  Naval  Reserve,  former  members,  and  applicants  for 
enlistment  or  commissioning. 

Categories  of  records  in  the  system:  Files  contain  reports  of  per¬ 
sonnel  security  investigations,  criminal  investigations,  and  coun¬ 
terintelligence  investigations,  usually  brief  excerpts  only;  cor¬ 
respondence,  records  and  information  pertinent  to  an  individual's 
eligibility  for  acceptance  and  retention,  personnel  security 
clearance,  assignment  to  the  Nuclear  Weapon  Personnel  Reliability 
Program  or  other  'high  risk’  program  requiring  personnel  quality 
control. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  svstm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officios  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  personnel  security  eligibility; 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office  relating  to  personnel  security  eligi¬ 
bility. 

Attorney  General  of  the  United  States  or  his  authorized  represen¬ 
tatives  in  connection  with  litigation,  law  enforcement  or  other  mat¬ 
ters  under  the  jurisdiction  of  the  E^partment  of  Justice  or  carried 
out  as  the  legal  representative  of  the  Executive  Branch  agencies; 

State  and  Local  government  agencies  in  the  performance  of  their 
official  duties  relat^  to  personnel  security  eligibility; 

Officials  and  employees  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  duties  related  to  personnel  security  eligibility; 


Officials  and  employees  of  other  agencies  of  the  Executive  j 
Branch  of  the  government,  upon  request,  in  the  performance  of 
their  duties  related  to  personnel  security  eligibility;  { 

Senate  or  the  House  of  Representatives  of  the  United  States  or  ] 
any  committees  or  subcommittees  thereof,  requiring  disclosure  of  | 
the  files  or  records  of  individuals  covered  by  this  system.  When  ' 
required  by  Federal  statute,  by  Executive  order,  or  by  treaty,  per-  , 
sonnel  record  information  will  be  disclosed  to  the  individual,  or-  1 
ganization,  or  governmental  agency  as  necessary.  | 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  t 
and  disposing  of  records  in  the  system: 

Stor^:  Paper  records  in  file  folders  and  index  cards.  Some  in¬ 
formation  from  the  paper  records  is  contained  in  an  automated  file. 

Retrievahility:  Filed  alphabetically  by  last  name  of  individual.  Au¬ 
tomated  files  are  by  soc^  security  account  number. 

Safeguards:  Stored  in  locked  safes  and  cabinets.  File  areas  are  j 
accessible  only  to  authorized  persons  who  are  properly  screened,  j 
cleared,  and  trained.  ! 

Retention  and  disposal:  Records  and  portions  thereof  vary  in 
period  of  time  retained;  records  are  retained  and  disposed  of  in  ac¬ 
cordance  with  Department  Regulations. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to  Chief  of  Naval  F^rsoimel,  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Adresses 
(i.e.,  local  activities).  The  letter  should  contain  full  name,  social 
security  account  number,  rank/rate/civilian  status,  address  and 
notariz^  signature  of  the  requestor.  The  individual  may  visit  the 
Chief  of  Naval  Personnel,  Arlington  Aimex,  (FOB  2)  Washington, 
D.C.,  Rm.  1066,  for  assistance  with  records  located  in  that  building;  | 
or  the  individu^  may  visit  the  local  activity  to  which  attached  for 
access  to  locally  maintained  records.  Prior  written  notification  of 
personal  visits  is  required  to  ensure  that  all  parts  of  the  record  will 
be  available  at  the  time  of  the  visit.  Proof  of  identify  will  be 
required  and  will  consist  of  a  military  identification  card  for  per¬ 
sons  having  such  cards  and  picture-bearing  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  inital  determinations  by  the  individual  con¬ 
cerned  may  be  c^tain^  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Etepartment  of  E)efense,  and  other  E>epartments 
and  Agencies  of  the  Executives  Branch  of  government,  and  com¬ 
ponents  thereof,  in  performance  of  their  official  duties  and  as 
specified  by  current  instruction  and  regulations  promulgated  by 
competent  authority;  civilian  and  military  investigative  reports; 
federal  state  and  local  court  douements;  fingerprint  cards;  official 
correspondence  concerning  individual. 

Systems  exempted  from  certain  provisioas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  SS2  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N00022,82 

System  name:  Navy  Personnel  Evaluation  System 

System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system:  All  members  of 
the  U.S.  Navy  including  Regular,  Reserve,  Active  E>uty,  Inactive 
Duty,  Fleet  Reserve  and  Retired. 

Categories  of  records  in  the  system:  Correspondence  and  in¬ 
vestigatory  material  containing  information  pertinent  to  member’s 
retention,  assignment  or  separation. 

Authority  for  maintenance  of  the  system:  S  USC  301.  Departmen¬ 
tal  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officios  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  personnel  administration  of  Navy  members;  Offi¬ 
cials  and  employees  of  the  Department  of  Defense  and  its  other 
components  in  the  performance  of  their  official  duties  related  to 
personnel  administration. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
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other  matters  under  the  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch 
agencies; 

The  ^cretary  of  Health,  Education  and  Welfare,  and  the 
Director,  Veterans  Administration,  and  Director,  Selective  Service 
Administration  and  their  officials  and  employees  in  connection  with 
notification  and  assistance  in  obtaining  benefits  by  members  and 
former  members; 

Officials  and  employees  of  other  Departments  and  agencies  of 
the  Executive  Branch  of  government  upon  request,  in  the  per¬ 
formance  of  their  official  duties  related  to  personnel  administration; 

Such  civilian  contractors  as  are  or  may  be  operating  in  ac¬ 
cordance  with  an  approved,  official  contract  with  the  U.S.  Govern¬ 
ment;  The  Senate  or  the  House  of  Representatives  of  the  United 
States  or  any  committees  or  subcommittees  therof,  requiring  disclo¬ 
sure  of  the  files  or  records  of  individuals  covered  by  this  system; 

Officials  and  employees  of  the  General  Accounting  Office  upon 
request  in  the  performance  of  their  official  duties  relating  to  per¬ 
sonnel  administration.  State  and  local  government  agencies  in  the 
performance  of  their  official  duties  related  to  personnel  administra¬ 
tion.  When  required  by  Federal  statute,  by  Executive  order,  or  by 
treaty,  personnel  record  information  will  be  disclosed  to  the  in¬ 
dividual,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accesang,  retaining, 
and  disposing  of  records  in  the  system: 

Ston^:  Paper  records  in  file  folders  and  index  cards.  Some  in¬ 
formation  from  the  paper  records  is  automated. 

Retrievability:  Filed  alphabetically  by  last  name  or  by  Social 
Security  Account  Number. 

Safeguards:  Stored  in  locked  safes  and  cabinets  in  buildings  that 
employ  security  guards.  File  areas  are  accessible  only  to  authorized 
persons  who  are  properly  screened,  cleared  and  train^. 

Retention  and  dispel:  Records  are  maintained  as  long  as 
member  has  any  affiliation  with  the  Naval  service  and  for  five 
years  thereafter  and  are  then  destroyed. 

System  managerfs)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370.  The  letter  should 
contain  full  name,  social  security  account  number,  rank/ 
rate/civilian  status,  address  and  notarized  signature  of  the 
requestor.  The  individual  may  visit  the  Chief  of  Naval  Personnel, 
Arlington  Annex,  Washington,  D.C.  (FOB  2)  Rm.  1066,  for 
assistance  with  records  located  in  that  building.  Ftior  written  notifi¬ 
cation  of  personal  visits  is  required  to  ensure  that  all  parts  of  the 
record  will  be  available  at  the  time  of  the  visit.  Proof  of  identity 
will  be  required  and  wiU  consist  of  a  military  identification  card  for 
persons  having  such  cards  and  picture-bearing  identification. 

Record  access  procedures:  The  agency’s  ruls  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Civilian  and  military  investigative  re¬ 
ports;  reports  of  federal  and  state  civilian  court  actions  and 
criminal  proceedings;  general  correspondence  concerning  and  in¬ 
dividual;  officials  and  employees  of  the  Department  of  the  Navy, 
Department  of  Defense  and  Components  therof,  in  performance  of 
their  official  duties  and  as  specified  by  current  Instructions  and 
Regulations  promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N00022CASINFOSUPPSYS 
System  name:  Casualty  Information  Support  System 

System  location:  Primary  System-Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370  and  local  activity  to  which  in¬ 
dividual  is  assigned  (see  Directory  of  the  Department  of  the  Navy 
Mailing  Addresses);  Washington  National  Records  Center,  Suitland, 
Maryland. 

Categories  of  individuals  covered  by  the  system:  All  Navy  military 
personnel  who  are  reported  missing,  missing  in  Action,  Prisoner  of 
War  or  otherwise  detained  by  armed  force;  deceased  in  either  an 
active  or  inactive  duty  status;  reported  ill/injured  in  either  active 
duty,  fleet  reserve,  or  retired  status. 


Categories  of  records  in  the  system:  Correspondence,  reports,  and 
records  in  both  automated  and  non-automat^  form  concerning  cir¬ 
cumstances  of  casualty,  next-of-kin  data,  survivor  benefit  informa¬ 
tion,  personal  and  service  data,  and  casualty  program  data. 

Authority  for  maintenance  of  the  system:  Title  5  USC  301  Depart¬ 
mental  Regulations 

Routine  uses  of  records  maintained  in  the  nrstm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  performance  of  their  official  du¬ 
ties  relat^  to  casualty  prc«ram  nianagement  and  responding  to 
inquiries  from  survivors  of  I^vy  military  personnel. 

Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to 
Casualty  Program  Management. 

Secretary  of  Health  location  and  Welfare  and  the  Director  of 
the  Veterans  Administration  and  their  officials  and  employees  in 
connection  with  eligibility,  notification  and  assistance  in  obtaining 
benefits  due. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  conunittee  or  subcommittee  of  joint  committees  on  matters 
within  their  jurisdiction  requiring  disclosure  of  the  casualty  files  of 
Navy  members. 

Nongovernment  Agencies  -  To  assist  in  settlement  of  member’s 
affairs.  The  comptroUer  General  or  any  of  his  authorized  represen¬ 
tatives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office  relating  to  the  Navy’s  Casualty  and 
Survivor’s  Benefit  Program. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  department  of 
justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

Officials  and  employees  of  state  and  local  government  agencies 
in  connection  with  eligibiliy,  notification  and  assistance  in  obtaining 
benefits  due.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed 
to  the  individual,  organization,  or  governmental  agency  as  necessa- 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes, 
disc,  drums  and  bn  punched  cards. 

Manual  records  may  be  stored  in  paper  files,  microfiche  or 
microfilm. 

Retrievability:  Records  may  be  retrieved  by  name  and/or  social 
security  account  number. 

Safeguards:  Computer  and  punched  card  processing  facilities  are 
located  in  restricted  areas  accessible  only  to  authorized  persons 
that  are  properly  screened,  trained,  and  cleared. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Files  are  retained  and  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy 
and  Marine  Corps  Records,  or  in  accordance  with  Department 
Regulations. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Ctuef  of  Naval  Personnel,  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or,  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses  (i.e.,  local  activities).  The  letter  should  contain  full  name, 
social  security  account  number  (and/or  enlisted  service 
number/officer  file  number),  rank/rate,  military  status,  date  of 
casualty  and  status  at  time  of  casualty,  and  signature  of  the 
requestor.  The  individual  may  visit  the  Chief  of  Naval  Personnel, 
Arlington  Annex  (FOB  2),  RM  1066,  Washington,  D.C.  for 
assistance  with  records  located  in  that  building;  or  the  individual 
may  visit  the  local  activity  for  access  to  locally  maintained  records. 
Proof  of  identification  will  consist  of  Military  Identification  Card 
for  persons  having  such  cards,  or  other  picture-bearing  identifica¬ 
tion. 

Record  access  procedures:  The  Agency’s  ruls  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 
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PRIVACY  ACT  ISSUANCES 


Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  [department  of  Defense,  Public  Health  Service, 
Veterans  Administration,  and  components  thereof,  in  performance 
of  their  official  duties  as  specified  by  current  Instructions  and 
Regulations  promulgated  by  competent  authority;  casualty  reports 
may  also  be  received  from  state  and  local  agencies.  Hospitals  and 
other  agencies  having  knowledge  of  casualties  to  Navy  personnel; 
general  correspondence  concerning  member. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022C1VEMPNAF 

System  name:  Record  System  for  Civilian  Employees  of  Nonap- 
propriated  Fund  (NAF)  Activities  • 

System  location:  Primary  System-Bureau  of  Naval  Personnel, 
Washington,  D.C.  20370;  and  local  activity  to  which  individual  is 
assigned  (see  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses);  National  Personnel  Records  Center,  St.  Louis,  Missouri 
63132. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  Nonappropriated  Fund  Activities  under  the  cognizance 
of  the  Chief  of  Naval  Personnel.  * 

Categories  of  records  in  the  system:  Correspondence  and  records 
pertaining  to  performance,  employment,  pay,  classification,  securi¬ 
ty  clearance,  personnel  actions,  medical,  insurance,  retirement,  tax 
withholding  information,  exemptions,  unemployment  compensation, 
employee  profile,  education,  benefits,  discipline  and  administration 
of  nonappropriated  fund  civilian  personnel. 

Authority  for  maintenance  of  the  system:  5  USC  301.  Eiepartment 
Regulations 

Public  Law  92-392 

Fair  Labor  Standards  Act,  as  amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  the  management,  supervision  and  administration  of 
nonappropriated  fund  civilian  personnel. 

Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  nonappropriated 
fund  civilian  personnel. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  Agencies. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office  relating  to  management,  supervision 
and  administration  of  Nonappropriated  Fund  civilian  personnel. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  thereof,  on  matters  within  their 
jurisdiction  requiring  disclosure  of  the  files  or  records  of  Nonap¬ 
propriated  Fund  civilian  personnel.  Such  civilian  contractors  and 
their  employees  are  or  may  be  operating  in  accordance  with  an  ap¬ 
proved,  official  contract  with  the  U.S.  Government.  When  required 
by  Federal  statute,  by  Executive  order,  or  by  treaty,  personnel 
record  information  wiU  be  disclosed  to  the  individual,  organization, 
or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes, 
disc,  drums  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  mirofiche,  or 
microfilm. 

Retrievability:  Records  may  be  retrieved  by  name,  social  security 
account  number  and/or  activity  number. 

Safeguards:  Computer  and  punched  card  progessing  facilities  are 
located  in  restricted  areas  accessible  only  to  authorized  persons 
that  are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  dinosal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  PS2I2.Sb,  subj:  Disposal  of  Navy 
and  Marine  Corps  Records,  or  Departmental  Regulations. 

System  managerfs)  and  address:  Chief  of  Naval  Personnel,  De¬ 
partment  of  the  Navy,  Washington,  D.C.  20370 


Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel,  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or,  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses  (i.e.,  local  activities). 

The  letter  should  contain  full  name,  social  security  number,  ac¬ 
tivity  at  which  employed,  and  signature  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2),  Rm  1066,  Washington,  D.C.  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the  local 
activity  to  which  attached  for  access  to  locally  maintained  records. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  detemunations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy  and  Department  of  Defense  in  the  performance 
of  their  official  duties  and  as  specified  by  current  Instructions  and 
Regulations  promulgated  by  competent  authority;  previous  em¬ 
ployers;  educational  institutions;  employment  agencies;  civilian  and 
military  investigative  reports;  general  correspondence  concerning 
individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022CIVPERSADMSYS 

System  name:  Civilian  Personnel  Administrative  Services  Record 
System 

System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.  C.  20370 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  and  former  employees  of  the  Bureau  of  Naval  Personnel 
and  the  Naval  Personnel  Program  Support  Activity. 

Categories  of  records  in  the  system:  Correspondence  and  records 
concerning  personal  identification,  directory  and  locator  services, 
vehicle  parking,  security,  disaster  control,  community  relations 
(blood  donor,  etc.)  employee  recreation  programs  temporary  duty 
travel,  employee  applications,  nominations,  training,  violations  of 
rules,  appointments  to  duties  or  offices,  security,  and  other  per¬ 
sonal  action  records. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  other  components  of  the  E>epart- 
ment  of  Defense  in  the  performance  of  their  official  duties  related 
to  the  management,  supervisor  and  administration  of  civilian  em¬ 
ployees  of  the  Bureau  of  Naval  Personnel  Program  Support  Activi¬ 
ty. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon,  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office  relating  to  the  management,  supervi¬ 
sion,  and  supervision  of  civilian  employees  of  the  Bureau  of  Naval 
Personnel  and  the  Naval  Personnel  ^ogram  Support  Activity. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

The  Senate  or  House  of  Representatives  of  the  United  States  or 
any  conunittee  or  subcommittee  thereof,  on  matters  within  their  ju¬ 
risdiction  requiring  disclosure  of  the  files  or  records  of  civilian  per¬ 
sonnel  covei^  by  this  system.  Such  civilian  contractors  and  their 
employees  as  are  or  may  be  operating  in  accordance  with  an  ap¬ 
proved,  official  contract  with  the  U.  S.  Government.  When 
required  by  Federal  statute,  by  Executive  order,  or  by  treaty,  per¬ 
sonnel  record  information  will  be  disclosed  to  the  individiid,  or¬ 
ganization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  ' 

Storage:  Paper  records  in  file  folders  or  card  files 

Retrievability:  Filed  alphabetically  by  last  name  of  subject 

Safeguards:  Access  to  records  restricted  to  those  who  have  a 
need  to  know.  The  small  amount  of  classified  information  is  main¬ 
tained  in  approved  security  containers. 

Retention  and  dispoaai:  Records  are  retained  and  disposed  of  in 
accordance  with  Departmental  regulations. 
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System  managerts)  and  address:  Chief  uf  Naval  Personnel,  Navy 
Department,  Washington,  D.  C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to;  Chief  of  Naval  Personnel  (Attn;  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.  C.  20370;  letter  should  con¬ 
tain  full  name,  social  security  account  number,  civilian  status 
(currently  employed  or  previously  employed),  system  of  records  to 
which  access  is  desired,  and  signature  of  the  requestor.  The  in¬ 
dividual  may  also  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2),  Rm  2066,  Washington,  D.  C.  Proof  of  identifica¬ 
tion  will  he  by  picture-bearing  identification  or  other  positive  per¬ 
sonal  identification. 

Recurd  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  SYSM.^NAGKR. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYvSMANAGF'R. 

Record  source  categories:  From  supervisor  of  subject,  from  Civil 
Service  Commission,  from  Naval  Investigative  Service,  BUPERS 
Duty  Officer,  BUPERS  Security  Manager,  BUPERS  Classified 
Clearance  OfHcers,  from  Assistant  Chief  of  Naval  Personnel  for 
Performance  and  Security,  from  BUPERS  employee  personnel 
records,  from  Headquarters,  U.  S.  Marine  Corps,  from  American 
Red  Cross. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022EN  LDE  VDISTS  YS 

System  name:  Enlisted  Development  and  Distribution  Support 
System 

System  location:  Primary  System-Bureau  of  Naval  Personnel, 
Navy  Department,  Washington,  D.C.  20370  Secondary  System-En¬ 
listed  Personnel  Management  Center,  New  Orleans,  Louisiana 
70159  and  Naval  Reserve  Personnel  Center,  Naval  Support  Activity 
(East  Bank),  Bldg.  603,  New  Orleans,  Louisiana  70159 

Categories  of  individuals  covered  by  the  system:  All  Navy  enlisted 
personnel;  active,  inactive,  reserve,  fleet  reserve,  and  retired. 

Categories  uf  records  in  the  system:  Correspondence  and  records 
in  both  automated  and  non-automated  form  concerning  classifica¬ 
tion,  assignment,  distribution,  advancement,  performance,  reten¬ 
tion,  reenlistment,  separation,  training,  education,  morale,  personal 
affairs,  benefits,  entitlements,  and  administration  of  Navy  military 
personnel. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  emloyees 
of  the  Department  of, the  Navy  in  the  performance  of  their  official 
duties  to  initiate,  develop,  implement,  and  carry  out  policies  per¬ 
taining  to  enlisted  personnel  assignment,  placement,  retention, 
career  enhancement  and  motivation,  and  other  career  related  mat¬ 
ters,  in  order  to  meet  manpower  allocations  and  requirements. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies.  Officials  and  employees  of  other  components  of 
the  Department  of  Defense  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management  and  administration  of  Navy  enlisted 
personnel  in  order  to  meet  manpower  allocations  and  requu’ements. 

Officials  and  employees  of  other  Departments  and  Agencies  of 
the  Executive  Branch  of  government,  upon  request,  in  the  per¬ 
formance  of  their  official  duties  related  to  the  management  and  ad¬ 
ministration  of  Navy  enlisted  personnel  in  order  to  meet  manpower 
allocations  and  requirements. 

The  Senate  of  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  thereof  on  matters  within  their 
jurisdiction  requiring  disclosure  of  the  files  or  records  of  Navy 
military  personnel. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
IJ.S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  recoid  information  will  be  disclosed 
to  the  individual,  organization,  or  governmental  agency  as  necessa¬ 
ry. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes, 
disc,  drums,  and  on  punched  cards. 


Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability:  Automated  records  may  be  retrieved  by  social 
security  account  number  and/or  name. 

Manual  records  may  be  retneved  by  name,  siKial  security  ac¬ 
count  number,  or  enlisted  service  number. 

Safeguards:  Computer  and  punched  card  processing  facilities  and 
terminals  are  located  in  restricted  areas  accessible  only  to 
authorized  persons  that  arc  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SFiCNAVINST  P5212.5B,  subj;  Disposal  of  Navy 
and  Marine  Corps  Records. 

System  manager(s)  and  address:  The  Chief  of  Naval  Personnel, 
Navy  Department,  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to;  Chief  of  Naval  Personnel  (Attn;  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or,  for  Training 
and  Administration  of  Reserve  personnel  only,  to  Commanding  Of¬ 
ficer,  (Attn;  Privacy  Act  Coordinator)  Naval  Reserve  Personnel 
Center,  Naval  Support  Activity  (East  Bank),  Bldg.  603,  New  Orle¬ 
ans,  Louisiana  70159.  The  letter  should  contain  full  name,  social 
security  account  number  (and/or  enlisted  service  number),  rate, 
military  status,  and  signature  of  the  requestor.  The  individual  may 
visit  the  Chief  of  Naval  Personnel,  Arlington  Annex  (FOB  2),  Rm. 
1066,  Washington,  D.C.  for  assistance  with  records  located  in  that 
building;  or  Training  and  Administration  of  Reserve  personnel  may 
visit  the  Commanding  Officer  (Privacy  Act  Coordinator),  Nav2il 
Support  Activity  (East  Bank),  Bldg.  603,  New  Orleans,  Louisiana 
70159.  Proof  of  identification  will  consist  of  Military  Identification 
Card  for  persons  having  such  cards,  or  other  picture-bearing 
identification. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
ecords  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  components  therof, 
in  performance  of  their  official  duties  and  as  specified  by  current 
Instructions  and  Regulations  promulgated  by  com'petent  authority; 
general  correspondence  concerning  the  individual;  official  records 
of  profession^  qualifications;  Navy  Relief  and  American  Red 
Cross  requests  for  verification  of  status;  Educational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022ENLMAUSTSYS 

System  name:  Enlisted  Master  File  Automated  System 

System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.  C.  20370;  Personnel  Management  Information 
Center,  New  Orleans,  LA  70159;  Naval  Reserve  Personnel  Center, 
New  Orleans,  LA  70159 

Categories  of  individuals  covered  by  the  system:  All  Navy  Enlisted 
Personnel:  Active  and  Inactive 

Categories  of  records  in  the  system:  Computer  file  contains  data 
concerning  enlisted  assignment,  planning,  programming,  account¬ 
ing,  advancement,  career  development,  procurement,  education, 
training,  retirement,  performance,  security,  personal  data,  qualifica¬ 
tions,  and  enlisted  reserve  drill  data.  System  also  contains  Activity 
Personnel  Diaries,  personnel  accounting  documents.  Reserve  Unit 
Drill  reports  and  other  personnel  transaction  documents  necessary 
to  maintain  file  accuracy  and  currency;  and  aU  computer  extracts, 
microform,  and  printed  reports  therefrom. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  at  records  maintained  in  the  wstm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officios  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  the  management,  supervision,  and  administration 
of  Navy  enlisted  personnel  and  the  operation  of  personnel  affairs 
and  functions;  the  design,  development,  maintenance  and  operation 
of  the  automated  system  of  records. 

Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management,  supervi¬ 
sion,  and  administration  of  Navy  emisted  personnel. 
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PRIVACY  ACT  ISSUANCES 


The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  Navy  enlisted  per¬ 
sonnel  and  the  operation  of  personnel  affairs  and  functions. 

Officials  and  employees  of  other  Departments  and  Agencies  of 
the  Executive  Branch  of  government,  upon  request,  in  the  per¬ 
formance  of  their  official  duties  related  to  the  management,  super¬ 
vision  and  administration  of  Navy  enlisted  personnel  and  the  opera¬ 
tion  of  personnel  affairs  and  functions.  The  Senate  or  the  House  of 
Representatives  of  the  United  States  or  any  committee  or  subcom¬ 
mittee  therof,  on  matters  within  their  juri^iction  requiring  disclo¬ 
sure  of  the  files  or  records  of  Navy  enlisted  personnel. 

Such  civiUan  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.  S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed 
to  the  individual,  organization,  or  governmental  agency  as  necessa¬ 
ry- 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tapes,  disks, 
drums  and  on  punched  cards. 

Printed  reports  and  other  related  documents  supporting  the 
system  are  stored  in  authorized  areas  only. 

Retrievability:  Automated  records  are  retrieved  by  Social  Securi¬ 
ty  Account  Number. 

Safeguards:  Computer  files  are  kept  in  a  secure,  continuously 
manned  area  and  are  accessible  only  to  authorized  computer  opera¬ 
tors  and  programmers  who  are  directed  to  resf>ond  to  valid,  official 
requests  for  data. 

Retention  and  disposal:  Automated  records  are  retained  in  ac¬ 
cordance  with  Manpower  and  Personnel  Management  Information 
System  Manual  (periods  range  from  1  month  to  permanent). 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.  C.  20370 

Notification  procedure:  Requests  by  correspondence  from  active 
duty  enlisted  personnel  shall  be  addressed  to  :  Chief  of  Naval  Per¬ 
sonnel  (Attn:  Privacy  Act  Coordinator),  Navy  Department, 
Washington,  D.  C.  20370;  requests  by  Correspondence  from  inactive 
duty  and  reserve  enlisted  personnel  shall  be  addressed  to:  Com¬ 
manding  Officer,  Naval  Reserve  Personnel  Center  (Attn:  Privacy 
Act  Coordinator),  New  Orleans,  LA  70159;  the  letter  must  contain 
full  name,  social  security  account  number,  name,  rate,  status,  and 
signature  of  requestor. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy  and  Department  of  Defense  in  performaiKe  of 
their  official  duties  and  as  specified  by  current  instructions  and 
regulations  promulgated  by  competent  authority;  educational  in¬ 
stitutions. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
N00022EQOPPINFOSYS 

System  name:  Equal  Opportunity  Information  and  Support  System 

System  location:  Primary  System-Bureau  of  Naval  Personnel, 
Navy  Department,  Washington,  D.  C.  20370;  and  local  activity  to 
which  individual  is  attached  (see  Directory  of  the  Department  of 
the  Navy  Mailing  Addresses). 

Secondary  System-Department  of  the  Navy  Activities  in  the 
Chain  of  Command  between  the  local  activity  and  the  Headquarters 
level  (see  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses). 

Categories  of  individuals  covered  by  the  system:  Navy  personnel 
who  are  involved  in  formal  or  informal  investigations  involving 
aspects  of  equal  opportunity;  and/or  who  have  initiated,  or  were 
the  subject  of  correspondence  concerning  aspects  of  equal  opportu¬ 
nity. 


Categories  of  records  in  the  system:  Correspondence  and  records 
concerning  incident  data,  endorsements  and  recommedations,  for¬ 
mal  and  informal  investigations  concerning  aspects  of  equal  oppor¬ 
tunity. 

Authority  for  maintenance  of  the  system:  S  USC  301  DEPART¬ 
MENTAL  REGULATIONS 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  (Officials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  equal  opportunity  matters. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of  i 

Justice  or  carried  out  as  the  legal  represet itative  of  the  Executive  * 

Branch  agencies. 

Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to 
equal  opportunity  matters. 

Officials  and  employees  of  other  Departments  and  Agencies  of 
the  Executive  Branch  of  government,  upon  request,  in  the  per¬ 
formance  of  their  official  duties  related  to  equal  opportunity  mat¬ 
ters. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  thereof,  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters 
within  their  jurisdiction  requiring  disclosure  of  the  files  or  records 
of  Navy  military  personnel.  When  required  by  Federal  statute,  by 
Executive  order,  or  by  treaty,  personnel  record  information  will  be 
disclosed  to  the  individual,  organization,  or  governmental  agency  as 
necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual  con¬ 
cerned. 

Safeguards:  Records  maintained  in  areas  accessible  only  to 
authorized  personnel  on  a  need  to  know  basis. 

Retention  and  disposal:  Records  disposed  of  after  two  years  in 
accordance  with  SECNAVINST  P5212.5B,  ’Disposal  of  Navy  and 
Marine  Corps  Records’;  or  in  accordance  with  Departmental  Regu¬ 
lations. 

System  managcr(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Washington,  D.C,  20370;  or,  in  accordance  with  the  Directory 
of  the  Department  of  the  Navy  Mailing  Addresses  (i.e.,  local  activi¬ 
ties).  The  letter  should  contain  full  name,  social  security  account 
number,  rank/rate,  military  status,  and  signature  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel.  Arlington 
Annex  (FB  2),  Rm.  1066  Washington  D.C.  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the  local 
activity  to  which  attached  for  access  to  locally  maintained  records. 

Proof  of  identification  will  consist  of  Military  Identification  Card 
for  persons  having  such  cards,  or  other  picture-bearing  identifica¬ 
tion. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  niay  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  components 
thereof,  in  performance  of  their  official  duties  and  as  specified  by 
current  Instructions  and  Regulations  promulgated  by  competent 
authority;  federal,  state,  and  local  court  documents;  milit^  in¬ 
vestigatory  reports;  general  correspondence  concerning  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  SS2  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N00022NAVHOMRESINFSY 

System  name:  Naval  Home  Resident  Information  System 

System  location:  Primary  System-Governor,  U.S.  Naval  Home, 

24th  and  Grays  Ferry  Avenue,  Philadelphia  Pennsylvania  19146 
Secondai^  System-National  Personnel  Records  Center.  St.  Louis, 
Missouri  63132 
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Catecorks  of  IndividuaU  covered  by  the  ayttem:  Residents  of  the 
Naval  Home  (current,  discharged  and  deceased). 

Categories  of  records  In  the  sy^m:  Correspondence  and  records 
concerning  application  for  admission  and  supporting  documents, 
personnel  data,  service  data,  personal  affairs,  administrative 
records  covering  period  of  residence. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

24  USC  17 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy,  generally,  and  the  Naval  Home, 
specifically,  in  the  performance  of  their  official  duties  related  to 
the  management,  supervision,  and  administration  of  the  Naval 
Home. 

The  Comptroller  General  or  any  his  authorized  representatives, 
upon  request,  in  the  performance  of  duties  of  the  General  Account¬ 
ing  Office  related  to  the  management,  supervision,  and  administra¬ 
tion  of  the  Naval  Home. 

Officials  and  employees  of  the  Veterans  Administration  in  the 
performance  of  their  duties  related  to  eligibility,  notification  and 
assistance  in  obtaining  benefits  by  residents  of  the  Naval  Home. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  leg^  representative  of  the  Executive 
Branch  agencies.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed 
to  the  individual,  organization,  or  governmental  agency  as  necessa¬ 
ry. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Manual  records  may  be  stored  in  paper  file  folders, 
and/or  vertical  card  files. 

Retrievability:  Records  may  be  retrieved  by  name. 

Safeguards:  All  file  folders  and  cards  of  residents  are  locked  in 
file  cabinets  and  are  available  only  to  authorized  persons  having  a 
need  to  know. 

Retention  and  disposal:  Records  are  maintained  at  Naval  Home 
for  life  of  Resident  and  for  10  years  after  death  or  discharge  or  Re-  « 
sident;  thereafter,  records  are  retained  at  the  National  Personnel 
Records  Center,  St.  Louis,  Missouri. 

System  managerfs)  and  address:  Governor,  U.S.  Naval  Home, 
24th  and  Grays  Ferry  Avenue,  Philadelphia,  Pa  19146. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to  :  Governor,  U.S.  Naval  Home,  24th  and  Grays  Ferry 
Avenue,  Philadelphia,  Pa  19146.  The  letter  should  contain  fuU 
name,  social  security  account  number  (and/or  enlisted  service 
number/officer  file  number),  rank/rate,  and  signature  of  requestor. 
The  individual  may  visit  the  Governor,  U.S.  Naval  Home  for 
assistance  with  record  located  in  that  building.  Proof  of  identifica¬ 
tion  will  consist  of  Military  Identification  Card. 

Record  access  procedures:  The  Agency's  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  Veteran’s  Adminis¬ 
tration  in  the  performance  of  their  official  duties  and  as  specified 
by  current  Instrxictions  and  Regulations  promulgated  by  competent 
authority;  general  correspondence  concerning  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N000220FFDEVDISTSYS 

System  name:  Naval  Officer  Development  and  Distribution  Support 
System 

System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system:  All  Naval  officers 
on  active  duty;  all  Naval  Reserve  officers  requesting  recall  to  ac¬ 
tive  duty. 

Categories  of  records  in  the  system:  Correspondence  and  person¬ 
nel  records  in  both  automated  and  non-automated  form  concerning 
classification,  qualifications,  assignment,  placement,  career 


development,  education,  training,  recall,  release  from  active  duty 
and  management  of  Naval  officers. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

10  USC  5504  Lineal  List 

10  USC  5708  Promotion  Selection  List 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Mficials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  the  classification,  qualifications,  assignment, 
placement,  career  development,  education,  training,  recall  and 
release  of  officer  personnel  in  order  to  meet  manpower  allocations 
and  requirements.  The  Comptroller  General  or  any  of  his 
authorized  representatives,  upon  request,  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Navy’s  military  manpower  allocations  and  requirements. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representive  of  the  Executive 
Branch  agencies.  Officials  and  employees  of  other  components  of 
the  Department  of  Defense  in  the  performance  of  their  official  du¬ 
ties  related  to  the  management  and  administration  of  Naval  officer 
personnel  in  order  to  meet  manpower  allocations  and  requirements. 

Officials  and  employees  of  other  Departments  and  Agencies  of 
the  Executive  Branch  of  government,  upon  request,  in  the  per¬ 
formance  of  their  official  duties  related  to  the  management  and  ad¬ 
ministration  of  Naval  officer  personnel  in  order  to  meet  manpower 
allocations  and  requirements. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  therof,  any  joint  committee  of 
Congress  or  any  subconunittee  of  joint  committees  on  matters 
within  their  juri^ction  requiring  disclosure  of  the  files  or  records 
of  Navy  military  personnel. 

Such  Civilian  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.  S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed 
to  the  individual,  organization,  or  governmental  agency  as  necessa¬ 
ry- 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  magnetice  tapes, 
disc,  drums  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability:  Automated  records  may  be  retrieved  by  social 
security  account  number  and/or  name. 

Manual  records  may  be  retrieved  by  name  or  social  security  ac¬ 
count  number. 

Safeguards:  Computer  and  punched  card  processing  facilities  and 
terminals  are  located  in  restricted  areas  accessible  only  to 
authorized  persons  that  ate  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  '>;now. 

Retention  and  disposal:  Records  are  generally  maintained  until  su¬ 
perseded,  or  for  a  period  of  two  years  or  until  release  from  active 
duty  and  disposed  of  by  burning  or  shredding. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washingtonm,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn;  Privacy  Act  Coordina¬ 
tor)  Navy  Department,  Washington,  D.C.  20370.  The  letter  should 
contain  full  name,  rank,  social  security  account  number,  designa¬ 
tor,  address  and  signature. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2)  Rm.  1066  Washington,  D.C.  for  assistance.  Ad¬ 
vance  notification  is  requested  for  personal  visits.  Proof  of  identifi¬ 
cation  will  consist  of  military  identification  card. 

Record  access  procedures:  The  .Agency’s  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtains  from  SYSMANAGER. 
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Record  source  categories:  Personnel  Service  jackets;  records  of 
the  officer  promotion  system;  officials  and  employees  of  the  De¬ 
partment  of  the  Navy,  Department  of  Defense,  and  components 
thereof,  in  performance  of  their  official  duties  and  as  specified  by 
current  instructions  and  regulations  promulgated  by  competent 
authority;  education  institutions;  official  records  of  professional 
qualifications;  general  correspondence  concerning  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N000220FFMAUSTSYS 

System  name:  Officer  Master  File  Automated  System 

System  location:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370;  Personnel  Management  Information 
Center,  New  Orleans,  LA  70159;  Naval  Reserve  Personnel  Center, 
New  Orleans,  LA  70159 

Categories  of  individuals  covered  by  the  system:  All  Naval  Of¬ 
ficers;  commissioned,  warrant,  active,  inactive;  officer  candidates, 
and  Naval  Reserve  Officer  Training  Corps  personnel. 

Categories  of  records  in  the  system:  Computer  file  contains  data 
concerning  officer  assignment,  planning,  accounting,  promotions, 
career  development,  procurement,  education,  training,  retirement, 
performance,  security,  personal  data,  qualifications,  programming, 
and  Reserve  Officer  drdl  data.  System  also  contains  activity  Per¬ 
sonnel  Diaries,  personnel  accounting  documents.  Reserve  Unit  Drill 
Reports  and  other  personnel  transaction  documents  necessary  to 
maintain  file  accuracy  and  currency;  and  all  computer  file  extracts, 
microform  and  printed  reports  therefrom. 

Authority  for  maintenance  of  the  system:  Title  5  USC  301  Depart¬ 
mental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  th  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  the  management,  supervision,  and 'administration 
of  Navy  officer  personnel  and  the  operation  of  personnel  affairs 
and  functions;  the  design,  development,  maintenance  and  operation 
of  the  automated  system  of  records. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office  relating  to  the  Navy’s  military  man¬ 
power  man^ement  program.  The  Attorney  Genei^  of  the  United 
States  or  his  authorized  representatives  in  connection  with  litiga-  ^ 
tion,  law  enforcement,  or  other  matters  under  the  direct  jurisdiction 
of  the  Department  of  Justice  or  carried  out  as  the  legal  representa¬ 
tive  of  the  Executvie  Branch  agencies. 

Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  Navy  officer  per¬ 
sonnel  and  the  operation  of  personnel  affairs  and  functions. 

Officials  and  employees  of  other  Departments  and  Agencies  of 
the  Executive  Branch  of  government,  upon  request,  in  the  per¬ 
formance  of  their  official  duties  related  to  the  management,  super¬ 
vision  and  administration  of  Navy  officer  personnel  and  the  opera¬ 
tion  of  personnel  affairs  and  functions.  The  Senate  or  the  House  of 
Representatives  of  the  United  States  or  any  committee  or  subcom¬ 
mittee  therof,  on  matters  within  their  juri^iction  requiring  disclo¬ 
sure  of  the  files  or  records  of  Navy  officer  personnel. 

Such  Civilain  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  ofheial  contract  with  the 
U.S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed 
to  the  individual,  organization,  or  governmental  agency  as  necessa¬ 
ry- 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  Records  are  stored  on  magnetic  tapes,  disks, 
drums  and  on  punched  cards.  Printed  reports  and  other  paper  docu¬ 
ments  supporting  the  system  are  stored  in  authorized  personnel 
areas  only. 

Retrievability:  Automated  records  are  retrieved  by  Social  Securi¬ 
ty  Account  number. 

Safeguards:  Computer  files  are  kept  in  a  secure,  continuously 
manned  area  and  are  accessible  only  to  authorized  computer  opera¬ 
tors  and  programmers  who  are  directed  to  respond  to  valid,  official 
requests  for  data. 

Retention  and  dispoul:  Records  are  retained  in  accordance  with 
MAPMIS  Manual  (periods  range  from  1  month  to  permanent). 

System  mana«r<s)  and  address:  Chief  of  Naval  Personnel,  De¬ 
partment  of  the  Navy,  Washington,  D.C.  20370. 


Notification  procedure:  Active  dutv  Navy  Officers/Officer  Can¬ 
didates  shall  request  by  correspondence  addressed  to:  Chief  of 
Naval  Personnel  (Attn:  Privacy  Act  Coordinator)  Navy  Depart¬ 
ment,  Washington,  D.C.  20370.  Naval  Reserve  and  retired  officers 
shall  request  by  correspondence  from  commanding  officer.  Naval 
Reserve  PersoniKl  Center,  New  Orleans,  LA  70159.  Requests  shall 
contain  full  name.  Social  Security  Account  Number,  rank,  status, 
address  and  signature  of  the  requestor. 

Record  access  procedures:  The  Agency's  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  SYSMANAGER. 

Record  source  categories:  Officers  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  ciepartment  of  Defense  and  components  therof, 
in  performance  of  their  official  duties  and  as  specified  by  current 
Instructions  and  Regulation  promulgated  by  competent  authority; 
official  records  of  professional  quaufications;  Educational  institu¬ 
tions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N000220FFPROMSYS 
System  name:  Officer  Promotion  System 

System  locatioa:  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington  D.C.  20370;  and  Repotting  Seniors  (see  Directory  of 
the  Department  of  the  Navy  Mailing  Addresses);  Federal  Records 
Storage  Centers;  National  Archives. 

Categories  of  individuals  covered  by  the  system:  All  officers  on  ac¬ 
tive  duty;  all  reserve  officers  on  inactive  duty. 

Categories  of  records  in  the  system:  Fitness  Report  Jacket,  Selec¬ 
tion  Board  Jacket,  Officer  Summary  Record.  Promotion  History 
Cards,  and  other  records  concerning  fitness  and  qualifications  of 
officers  and  related  to  promotion  requirements. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

10  USC  543  Selection  Boards 

10  USC  33,  545,  549  Promotions 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  the  selection  of  officers  for  promotion  in  the  U.S. 
Navy. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  perfomtance  of  duties  of 
the  General  Accounting  Office  relating  to  the  Navy’s  Officer 
Promotion  System  and  records  contained  therin. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  Agencies. 

Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to  the 
Navy’s  Officer  Promotion  System  and  records  contained  therin. 

Officials  and  employees  of  other  Departments  and  Agencies  of 
the  Executive  Branch  of  the  Government,  upon  request,  in  the  per¬ 
formance  of  their  official  duties  related  to  the  Navy’s  Officer 
Promotion  System  and  the  records  contained  therein. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  therof,  any  joint  committee  of 
Con^ss  or  any  subcommittee  of  joint  committees  on  matters 
within  their  juri^iction  requiring  disclosure  of  the  files  or  records 
of  Naval  Officers.  Such  Civilian  Contractors  and  their  employees 
as  are  or  may  be  operating  in  accordance  with  an  approved,  official 
contract  wiUi  the  U.S.  Government.  When  required  by  Federal 
statute,  by  Executive  order,  or  by  treaty,  personnel  record  informa¬ 
tion  will  be  disclosed  to  the  individual,  organization,  or  governmen¬ 
tal  agency  as  necessary. 

Polides  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  magnetic  tape, 
discs  or  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability:  Automated  records  may  be  retrieved  by  social 
security  account  number.  Manual  records  may  be  retrieved  by  so¬ 
cial  security  account  number  and/or  officer  file  number,  and  name. 
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Safeguards:  Computer  and  punched  card  processing  facilities  and 
terminals  are  located  in  restricted  areas  accessible  only  to 
authorized  persons  that  are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  dimosal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  PS2I2.SB,  subj:  Disposal  of  Navy 
and  Marine  Corps  Records. 

System  managerfs)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370 
Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coor^na- 
tor).  Navy  Department,  Washington,  D.C.  20370;  or  to  Reporting 
Seniors  (see  Duectory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses).  The  letter  should  contain  full  name,  social  security  ac¬ 
count  number,  (or  officer  file  number),  rank,  military  status,  ad¬ 
dress  and  signature  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex,  (FOB  2),  Rm.  1066,  Washington,  D.C.  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the  Re¬ 
porting  Senior  for  records  maintained  by  that  individual.  Proof  of 
identification  will  consist  of  Military  Identification  Card. 

Record  accem  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  ol^ned  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  deteiminations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  other  Departments  and 
Agencies  of  the  Executive  Branch  of  the  Government,  and  com¬ 
ponents  therof,  in  the  performance  of  their  official  duties  as 
specified  by  current  Instructions  and  Regulations  promulgated  by 
competent  authority;  educational  institutions;  federal,  state  and 
local  court  documents;  general  correspondence  concerning  the  in- 
dividual;official  records  of  professional  qualifications. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N00022PERSCOMSOLPRSY 

System  name:  Personal  Commercial  Affairs  Solicitation  Privilege 
File  System 

System  location:  Primary  System-Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370. 

Secondary  System-Local  Navy  Activities  involved  in  the  Per¬ 
sonal  Commercial  Affairs  Solicitation  Privilege  System  (see 
Directory  of  the  Department  of  the  Navy  Mailing  Addresses). 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
are  authorized  Personal  Commercial  Affairs  Solicitation  Authoriza¬ 
tion  concerning  solicitation  privileges  on  board  military  installa¬ 
tions. 

Categories  of  records  in  the  system:  Correspondence  and  records 
concerning  letter  of  application  for  solicitation  privileges,  letters  of 
accreditation,  violation  incident  data,  denial  data,  app^  data,  and 
other  supporting  documents. 

Authority  for  maintenance  of  the  system:  Title  5  USC  301  Depart¬ 
mental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  Commercial  Affairs  Solicitation  matters. 

Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to 
Commercial  Affairs  Solicitation  matters. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittees  on  matters  within  their  ju¬ 
risdiction  requiring  disclosure  of  files  of  persons  affected. 

State  and  local  j^encies  in  performance  of  their  official  duties  re¬ 
lated  to  agent  qualifications. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

Private  firms  whose  agents  have  been  banned  may  request  verifi¬ 
cation  of  the  status  of  agents.  When  required  by  Federal  statute,  by 


Executive  order  ,  or  by  treaty,  personnel  record  information  will  be 
disclosed  to  the  individual,  organization,  or  governmental  agency  as 
necessary. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Manual  records  may  be  stored  in  paper  file  folders. 

Retrievability:  Records  are  retrieved  by  name  of  agent  or  agency. 

Safeguards:  Records  are  accessible  only  to  authorized  personnel 
having  a  need  to  know. 

Retention  and  disposal:  Files  are  retained  and  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy 
and  Marine  Corps  Records,  or  Departmental  Regulations. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to;  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses  (i.e.,  local  activities).  The  letter  should  contain  full  name, 
social  security  number  of  the  applicant,  firm  represented,  and  dates 
or  time  period  in  question,  and  signature  of  the  requestor.  The  in¬ 
dividual  may  visit  the  Chief  of  Naval  Personnel,  Arlington  Annex 
(FOB  2),  Rm  1066,  Washington,  D.C.  for  assistance  with  records 
located  in  that  building;  or  the  individual  may  visit  the  local  activity 
for  access  to  records  maintained  locally.  Proof  of  identification  will 
consist  of  picture-bearing  identification. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerning  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  components 
thereof,  in  performance  of  their  official  duties  as  specified  by  cur¬ 
rent  Instructions  and  Regulations  promulgated  by  competent 
authority;  State  and  local  agencies  in  the  performance  of  their  offi¬ 
cial  duties  related  to  agent  qualifications;  investigatory  records; 
general  correspondence  concerning  individual  agents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00022PERSERVDEPSERVS 

System  name:  Personal  Services  and  Dependents  Services  Support 
System 

System  location:  Primary  System-Bureau  of  Naval  Personnel, 
Navy  Department,  Washington,  D.C.  20370;  Navy  Family  Al¬ 
lowance  Activity,  Anthony  J.  Celebrezze  Federal  Building,  Room 
967,  Cleveland,  Ohio  44199;  local  activity  to  which  individual  is  as¬ 
signed  (see  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses). 

Secondary  System-Department  of  the  Navy  Activities  in  the 
Chain  of  Command  between  the  local  activity  and  the  Headquarters 
level  (sec  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses). 

Categories  of  individuals  covered  by  the  system:  All  Navy  military 
personnel:  officers,  enlisted,  active,  inactive,  reserve,  fleet  reserve, 
retired,  midshipmen,  offjeer  candidates.  Naval  Reserve  Officer 
Training  Corps  personnel,  and  their  dependents. 

Categories  of  records  in  the  system:  Applications,  forms,  cor¬ 
respondence  and  supporting  documents  and  other  personnel  records 
concerning  entitlements,  benefits,  basic  allowance  for  quarters, 
waiver  of  indebtedness,  travel  allowances,  morale,  and  personal  af¬ 
fairs. 

Authority  for  maintenance  of  the  system:  5  USC  301.  Departmen¬ 
tal  Regulations 

10  USC  6161 

10  USC  2774  as  added  by  Public  Law  92-453 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officios  and  employees 
of  the  Department  of  the  Navy  and  other  components  of  the  De¬ 
partment  of  Defense  in  the  performance  of  their  official  duties  re¬ 
lated  to  the  management,  supervision,  and  administration  of  per¬ 
sonal  services,  benefits  and  entitlements  for  Navy  members  and 
their  dependents. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
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the  General  Accounting  Office  related  to  ntanagement,  supervision 
and  administration  of  personal  services,  benefits  and  entitlements 
for  Navy  members  and  their  dependents. 

Officials  and  employees  of  the  Veterans’  Administration  in  the 
performance  of  then  ohkial  duties  related  to  eligibility,  notification 
and  assistance  in  obtaining  benefits  by  members  and  former  mem¬ 
bers  of  the  Navy. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  thereof,  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters 
within  their  jurisdiction  requiring  disclosure  of  the  files  or  records 
of  Navy  military  personnel  and  their  dependents. 

Officials  and  employees  of  Navy  Relief  and  the  American  Red 
Cross  in  the  performance  of  their  duties  related  to  assistance  of  the 
members,  their  dependents  and  relatives. 

State  and  local  agencies  in  performance  of  their  official  duties  re¬ 
lated  to  assistance  of  the  members  and  their  dependents. 

Non-government  agencies  only  to  assist  members  and  their  de¬ 
pendents.  When  required  by  Federal  statute,  by  Executive  order,  or 
by  treaty,  personnel  record  information  will  be  disclosed  to  the  in¬ 
dividual,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes, 
disc,  drums  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders. 

Retrievability:  Records  may  be  retrieved  by  name,  social  security 
account  number  or  enlisted  service  number/officer  file  number  of 
member;  or  name  of  dependent. 

Safeguards:  Computer  and  punched  cards  processing  facilities  are 
located  in  restrict^  areas  accessible  only  to  authorized  persons 
that  are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy 
and  Marine  Corps  Records. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses  (i.e.,  local  activities).  The  letter  should  contain  full  name, 
social  security  account  number  (and/or  enlisted  service 
number/officer  file  number),  rank/rate,  military  status,  or  name  of 
the  dependent,  name  of  sponser,  sponsor’s  social  security  account 
number,  and  signature  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personrrel,  Arlington 
Annex  (FOB  2),  Room  1066,  Washington,  D.C.  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the  local 
activity  for  access  to  locally  maintained  records.  Prix>f  of  identifi¬ 
cation  will  consist  of  Military  Identification  Card  for  persons  hav¬ 
ing  such  cards,  or  other  picture-bearing  identification. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy  and  the  Department  of  Defense  in  performatice 
of  their  official  duties  and  as  specified  by  current  Instructions  and 
Tegulations  promulgated  by  competent  authority;  educational  in¬ 
stitutions;  federal,  state,  and  local  court  documents;  general  cor¬ 
respondence  relative  to  individual;  officials  and  employees  of  Navy 
Relief,  the  American  Red  Cross,  Veterans  Administration  and  other 
agencies  in  the  performance  of  their  official  duties. 

Systems  exempted  from  certain  provisioos  of  the  act:  None 
N00022PERSRECSYS 

System  name:  Navy  Personnel  Records  System 

System  locatkm:  Prim^  System-Bureau  of  Naval  Personnel, 
Navy  Department,  Washington,  D.C.  20370;  Naval  Reserve  Person¬ 
nel  Center,  Naval  Support  Activity  (East  Bank),  Bldg.  603,  New 
Orleans,  LA  701 59;  and  local  activity  to  which  individual  is  as¬ 
signed  (see  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses). 


Secondary  System-Department  of  the  Navy  Activities  in  the 
Chain  of  Commiand  between  the  local  activity  and  the  Headquarters 
level  (see  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses);  Federal  Records  Storage  Centers;  National  Archives. 

Categoria  of  individuals  covered  by  the  system:  All  Navy  military 
personnel;  officers,  enlisted,  active,  inactive,  reserve,  fleet  reserve, 
retired,  midshipmen,  officer  candidates,  and  Naval  Reserve  Officer 
Training  Corps  personnel. 

Categories  of  records  in  the  system:  Personnel  Service  Jackets  and 
Service  Records,  correspondence  and  records  in  both  automated 
and  non-automated  form  concerning  classification,  assignment,  dis¬ 
tribution,  promotion,  advancement,  performance,  recruiting,  reten¬ 
tion,  reenhstment,  separation,  training,  education,  morale,  personal 
affairs,  benefits,  entitlements,  discipline  and  administration  of 
Navy  military  persoiuiel. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  (Jffici^s  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  the  management,  supervision,  and  administration 
of  Navy  military  personnel  and  the  operation  of  personnel  affain 
and  functions;  the  design,  development,  maintenance  and  operation 
of  the  manual  and  automated  system  of  records. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
the  Cieneral  Accounting  Office  relating  to  the  Navy’s  military  man¬ 
power  management  program. 

The  Attorney  Genei^  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcenient,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies.  State,  local,  and  foreign  (within  Status  of  Forces 
agreements)  law  enforcement  agencies  or  their  authorized  represen¬ 
tatives  in  connection  with  litigation,  law  enforcement,  or  other  mat¬ 
ters  under  the  jurisdiction  of  such  agencies. 

Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  military  personnel 
and  the  operation  of  personnel  affairs  and  functions. 

Officials  and  employees  of  other  Departments  and  Agencies  of 
the  Executive  Branch  of  government,  upon  request,  in  the  per¬ 
formance  of  their  official  duties  related  to  the  management,  super¬ 
vision  and  administration  of  military  personnel  and  the  operation  of 
personnel  affairs  and  functions. 

Officials  and  employees  of  the  National  Research  Council  in 
Cooperative  Studies  of  the  National  History  of  Disease;  of  Progno¬ 
sis  and  of  Epidemology.  Each  study  in  which  the  records  of  mem¬ 
bers  and  former  members  of  the  Naval  Service  are  used  must  be 
approved  by  the  Chief  of  Naval  Personnel. 

Officials  and  employees  of  the  Department  of  Health.  Education 
and  Welfare,  Veterans'  Administration,  and  Selective  ^rvice  Ad¬ 
ministration  in  the  performance  of  their  official  duties  related  to 
eligibility,  notification  and  assistance  in  obtaining  benefits  by  mem¬ 
bers  and  former  members  of  the  Navy.  The  Senate  of  the  House  of 
Representatives  of  the  United  States  or  any  Committee  or  subcom¬ 
mittee  thereof,  any  joint  committee  of  Congress  or  any  subcommit¬ 
tee  of  joint  committees  on  matters  within  their  jurisdiction  requir¬ 
ing  disclosure  of  the  files  or  records  of  Navy  military  personnel. 
Officials  and  employees  of  Navy  Relief  and  the  American  Red 
Cross  in  the  performance  of  their  duties  related  to  assistance  of  the 
members  and  their  dependents  and  relatives. 

State  and  local  agencies  in  performance  of  their  official  duties  re¬ 
lated  to  verification  of  status  for  determination  of  eligibility  for 
Veterans’  Bonuses  and  other  benefits  and  entitlements. 

Such  Civilian  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  rccoid  information  will  be  disclosed 
to  the  individual,  organization,  or  governmental  agency  as  necessa¬ 
ry- 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes, 
disc,  drums  and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability:  Automated  records  may  be  retrieved  by  social 
security  account  number  and/or  name. 
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Manual  records  mav  be  retrieved  by  name,  social  security  ac¬ 
count  number,  enlisted  service  number,  or  officer  file  number. 

Safeguards:  Computer  and  punched  card  processing  facilities  and 
terminus  are  located  in  restricted  areas  accessible  only  to 
authorized  persons  that  are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Rctendou  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy 
and  Marine  Corps  Records. 

System  maiiMcrfs)  and  addren:  Chief  of  Naval  Personnel, 
Washington,  D.C.  ^370;  Commanding  Officers,  Officers  in  Charge, 
at^  Heads  of  Department  of  the  Navy  activities  as  listed  in  the 
Directory  of  the  Department  of  the  Navy  Mailing  Addresses. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Coordina¬ 
tor),  Navy  Department,  Washington,  D.C.  20370;  or,  in  accordance 
with  the  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses  (i.e.,  local  activities).  The  letter  should  contain  full  name, 
social  security  account  number  (and/or  enlisted  service 
number/officer  file  number),  rank/rate,  designator,  military  status, 
address,  and  signature  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2),  Rm.  1066,  Washington,  D.C.,  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the  local 
activity  to  which  attached  for  access  to  locally  maintained  records. 
Proof  of  identification  will  consist  of  Military  Identification  Card 
for  persons  having  such  cards,  or  other  picture-bearing  identifica¬ 
tion. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy  -  Department  of  Defense,  and  components 
thereof,  in  performance  of  their  official  duties  and  as  specified  by 
current  Instructions  and  Regulations  promulgated  by  competent 
authority;  educational  institutions;  federal,  state,  and  local  court 
documents;  civilian  and  military  investigatory  reports;  general  cor¬ 
respondence  concerning  the  individual;  official  records  of  profes¬ 
sional  qualifications;  Navy  Relief  and  American  Red  Cross  requests 
for  verification  of  status. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  SS2  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N00022PERSREHSUPPSYS 

System  name:  Nav4  Personnel  Rehabilitation  Support  System 

System  locatioa:  Primary  System-Bureau  of  Naval  Personnel, 
Navy  Department,  Washington,  D.C.  20370; 

Decentralized  segments-Navy  Drug  Rehabilitation  Centers,  Navy 
Alcohol  Rehabilitation  Centers,  Navy  Counseling  and  Assistance 
Centers,  Navy  Alcohol  Rehabilitation  Drydocks,  Naval  Health 
Research  Center,  Navy  Corrections  Centers;  and  local  activities  to 
which  an  individual  is  assigned  (see  Directory  of  Department  of  the 
Navy  Mailing  Addresses). 

Categories  of  individuab  covered  by  the  system:  Navy  personnel 
(officers  and  enlisted)  who  have  been  identified  as  drug  or  alcohol 
abusers,  or  who  have  undergone  counseling  and  rehabilitation  for 
drug  or  alcohol  abuse  in  Navy  Driig  or  Alcohol  Rehabilitation 
faciUties;  recovered  alcoholic  and  nonalcoholic  professional  person¬ 
nel  who  work  part-time  helping  alcoholics;  active  duty  navy 
recovered  alcoholics  who  voluntary  help  their  commands  develop 
alcoholism  prevention  programs;  navy  personnel  convicted  by  court 
martial  and  sentenced  to  confinement;  or  who  were  in  pre-trial  con¬ 
finement. 

Categories  of  records  in  the  system:  Correspondence  and  records 
in  both  automated  and  non-automated  form  concerning  Interview 
appraisals,  personnel,  service,  biographical,  educational,  evaluation 
and  testing,  performance,  and  drug  and  alcohol  rehabiUtation  pro¬ 
gram  data.  Correspondence  and  records  in  both  automated  and  non- 
automated  form  concerning  those  in  confinement  contain^  of¬ 
fense,  legal,  service,  health,  personal,  evaluation  and  classification, 
discipline  and  conduct,  work  and  training  data,  interview  ap¬ 
praisals,  inventories  of  confinement  personnm  management  data. 


Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officios  and  empkwees 
of  the  Department  of  the  Navy  in  the  performance  of  their  offici^ 
duties  related  to  measuring  the  extent  of  drug  and  alcohol  abuse  in 
the  Navy;  to  develop  and  support  drug  and  alcohol  abuse  programs 
and  policy;  to  assess  cost  effectiveness  of  dn^  and  alcohol  abuse 
control  programs;  to  the  management,  supervision  and  administra¬ 
tion  of  confinement  and  related  rehabilitation  programs,  and  related 
law  enforcement  matters. 

Officials  and  employees  of  the  other  components  of  the  Depart¬ 
ment  of  Defense  in  performance  of  their  official  duties  relat^  to 
the  management,  supervision  and  administration  of  drug  and  al¬ 
cohol  abuse  control  programs  and  related  rehabilitation  programs; 
and  to  the  management,  supervision  and  administration  of  confine¬ 
ment  and  related  rehabilitation  programs. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  up>on  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office  relating  to  the  management,  supervi¬ 
sion,  and  administration  of  drug  and  alcohol  abuse  control  pro¬ 
grams  and  related  rehabilitation  programs;  and  the  management,  su¬ 
pervision  and  administration  of  confinement  and  related  rehabilita¬ 
tion  programs. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcenKnt,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

State  and  local  law  enforcement  ^encies  or  their  authorized 
representatives  in  cormection  with  litigation,  law  enforcement,  or 
other  matters  under  the  jurisdiction  of  such  agencies. 

Officials  and  employees  of  other  Departments  and  Agencies  of 
the  Executive  Branch  of  government,  upon  request,  in  the  per¬ 
formance  of  their  official  duties  related  to  the  management,  super¬ 
vision,  and  administration  of  drug  and  alcohol  abuse  control  pro¬ 
grams  and  related  rehabilitation  programs;  and  the  management,  su¬ 
pervision,  and  administration  of  coniinement  and  related  rehabilita¬ 
tion  programs. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Conunittee  or  subcommittee  thereof,  any  joint  committee  of 
Congress  or  any  subconunittee  of  joint  conunittees  on  matters 
within  their  juri^ction  requiring  disclosure  of  the  files  or  records 
of  navy  military  personnel. 

Such  Civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government. 

Officials  and  employees  of  accredited  research  organizations  in 
cooperative  studies.  Each  study  in  which  records  of  members  and 
former  members  of  the  Naval  service  are  used  must  be  approved 
by  the  Chief  of  Naval  Personnel.  When  required  by  Federal  statute, 
by  Executive  order,  or  by  treaty,  personnel  record  information  will 
be  disclosed  to  the  individual,  organization,  or  governmental  agen¬ 
cy  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes, 
disc,  drums  or  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability:  Automated  records  may  be  retrieved  by  social 
security  account  number. 

Manual  records  may  be  retrieved  by  name,  social  security  ac¬ 
count  number,  (and/or  enlisted  service  number/officer  file  number). 

Safeguards:  Computer  and  punched  card  processing  facilities  are 
located  in  restricted  areas  accessible  only  to  authorized  persons 
that  axe  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  and  disposed  of  in 
accordance  with  SECNAVINST  P5212.5B,  subj:  Disposal  of  Navy 
and  Marine  Corps  Records;  and  in  accordwee  with  Department  In¬ 
structions. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Written  requests  should  be  made  to  the 
Chief  of  Navi  Personnel  (Attn:  Privacy  Act  Coordinator)  Navy 
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Department,  Washington,  D.C.  20370;  or  to  the  local  activity  to 
which  the  individual  is  assigned  (see  Directory  of  the  Department 
of  the  Navy  Mailing  Addresses).  Requests  must  contain  full  name, 
social  security  account  number,  military  status,  address  and  signa¬ 
ture  of  requestor.  (Those  inquiring  about  records  at  Confinement 
Centers  must  have  their  signature  notarized,  if  not  confined  at  time 
of  request.) 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2),  Rm.  1066,  for  assistance  with  records  located  in 
the  Bureau  of  Naval  Personnel;  individual  may  also  visit  local  ac¬ 
tivity  concerned  (see  Directory  of  Department  of  the  Navy  Mailing 
Addresses).  Proof  of  identification  will  consist  of  Military  Identifi¬ 
cation  Card  for  peisons  having  such  cards,  or  other  picture-bearing 
identification. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  and  components 
thereof,  in  performance  of  their  official  duties  and  as  specified  by 
current  Instructions  and  Regulations  promulgated  by  competent 
authority;  notes  and  documents  from  Service  Jackets  and  Records; 
federal,  state  and  local  court  documents;  general  correspondence 
concerning  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N(M022PERSTRANSSYS 
System  name:  Personnel  Transportation  System 

System  location:  Military  Traffic  Office  &  East  Coast  Passenger 
Control  Point,  Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D  C.  20370. 

District  Passenger  Transportation  Office  &  West  Coast  Passenger 
Control  Point,  Headquarters,  TWELFTH  Naval  District,  Treasure 
Island,  San  Francisco,  California  92132. 

District  Passenger  Transpiortation  Office  &  Alaskan  Passenger 
Control  Point,  Naval  Supjxirt  Activity,  Seattle,  Washington  98115. 

District  Passenger  Transportation  Offices,  all  other  Naval  District 
Headquarters. 

Overseas  Area  Travel  Coordinators  at  U.  S.  Naval  Activities, 
United  Kingdom;  U.  S.  Naval  Activities,  Spain;  Headquarters,  U. 
S.  Fleet  Air  Mediterranean;  U.  S.  Naval  Support  Activity,  Naples, 
Italy;  Headquarters,  Middle  East  Force;  U.  S.  Naval  Station, 
Keflavik,  Iceland;  U.  S.  Naval  Air  Facility,  Lajes,  Azores;  Naval 
Station,  Argentina,  Newfoundland;  Naval  Base,  Guantanamo  Bay, 
Cuba;  Headquarters,  TENTH  Naval  District;  Headquarters,  FIF¬ 
TEENTH  Naval  District;  Headquarters,  U.  S.  Naval  Forces,  Mari¬ 
annas;  Headquarters,  U.  S.  Naval  Forces,  Philippines;  Headquar¬ 
ters,  U.  S.  Naval  Forces,  Japan;  and  Naval  Communication  Station 
Harold  E.  Holt,  Exmouth,  Western  Australia  (See  Directory  of  the 
Department  of  the  Navy  Mailing  Addresses). 

And  local  activities  (See  Directory  of  the  Department  of  the 
Navy  Mailing  Addresses).. 

Categories  of  individuals  covered  by  the  system:  Navy  military 
personnel,  midshipmen,  retired  Navy  members,  civilian  employees 
of  the  Navy,  dependents  of  the  foregoing,  and  other  civilians 
authorized  through  Navy  commands  to  travel  at  Government  ex¬ 
pense. 

Categories  of  records  in  the  system:  Applications  for  travel  and, 
where  applicable,  for  passports  and  visas;  requests  for  extension  of 
12-month  limit  on  travel  by  retired  member  to  home  of  record;  sup¬ 
porting  documents;  correspondence,  and  approvals/disapprovals 
relating  to  the  above  records;  travel  arrangements  in  response  to 
above  applications. 

Authority  for  maintenance  of  the  system:  37  USC  404  Travel  & 
Transportation  AUowances-General 

5  USC  5701  et  seq  Travel,  Transportation  &  Subsistence 

Routine  uses  of  records  maintained  in  the  ^stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy,  Department  of  Defense  and  com¬ 
ponents  thereof  in  the  performance  of  their  official  duties  related  to 
the  determining  of  eli^bility  for  transportation,  the  authorizing  or 
denying  of  transportation,  and  otherwise  managing  the  personnel 
transportation  system. 

Officials  and  employees  of  other  departments  and  agencies  of  the 
Executive  Branch  of  govenunent,  upon  request,  in  the  performance 


of  their  official  duties  related  to  the  provision  of  transportation; 
diplomatic,  official,  and  other  no-cost  passports;  and  visas  to  sub¬ 
ject  individuals. 

Foreign  embassies,  legations,  and  consular  offices-to  determine 
elijubility  for  visas  to  respective  countries,  if  visa  is  reouired. 

The  (Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office  relating  to  the  control  of  travel 
costs. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  thereof  on  matters  within  their 
jurisdiction  requiring  disclosure  of  files  or  records  of  individuals 
covered  by  this  ^stem  of  records. 

Commercial  (Tarriers-providing  transportation  to  individuals 
whose  applications  are  processed  through  this  system  of  records. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.  S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  disclosed 
to  the  individual,  organization,  or  governmental  agency  as  necessa¬ 
ry- 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  magnetic  tapes, 
disc,  drums,  and  on  punched  cards.  Manual  records  in  file  folders 
or  file-card  boxes,  microfiche  or  microfilm. 

Retrievability:  Automated  records  may  be  retrieved  by  social 
security  account  number  and/or  name.  Manual  records  are  filed 
alphabetically  by  name  of  applicant;  applications  for  dependents 
filed  by  name  of  sponsor. 

Safeguards:  Records  are  available  only  to  authorized  personnel 
having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  P5212.5B,  subj;  Disposal  of  Navy 
and  Marine  Corps  Records,  or  in  accordance  with  Department^ 
regulations. 

System  manager(s)  and  address:  Chief  of  Naval  Personnel,  Navy 
Department,  Washington,  D.C.  20370 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to  the  local  activity  where  the  request  for  transportation 
was  initiated  (see  Directory  of  the  Department  of  the  Navy  Mailing 
Addresses),  and/or  to  intennediate  activities  (if  applicable)  (see 
Directory  of  the  Department  of  the  Navy  Mailing  Addresses,  or  to 
the  Chief  of  Naval  Personnel  (Attn:  Privacy  Act  Cotirdinator), 
Navy  Department,  Washington,  D.C.  20370.  The  letter  should  con¬ 
tain  full  name,  social  security  account  number,  address  and  signa¬ 
ture  of  the  requester.  The  individual  may  visit  the  activities  and 
commands  listed  under  LOCATION  for  assistance  with  the  records 
maintained  at  the  respective  locations.  Proof  of  identification  will 
consist  of  Military  Identification  Card  for  persons  having  such 
cards.  Others  must  present  other  positive  personal  identification, 
preferably  picture-bearing. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense,  State  Department  and 
other  agencies  of  the  Executive  Branch  and  components  thereof,  in 
the  performance  of  their  official  duties  and  as  specified  by  current 
Instructions  and  Regulations  promulgated  by  competent  authority; 
foreign  embassies,  legations,  and  consular  offices  reporting  ap- 
prov^/disapproval  of  visas;  and  carriers  reporting  on  provision  of 
transportation. 

Systems  exempted  from  certain  provisions  o(  the  act:  None 
N(Mm25  FAMHSGASSIGNSY 

System  name:  Family  Housing  Assignment  Application  System 

System  location:  All  Navy  activities  with  family  housing  assets. 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel  eligible  for  or  interested  in  occupying  Navy  fami¬ 
ly  housing. 
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Notification  procedure:  Contact  housing  office  of  installation  at 
which  individual  was  assigned  when  the  individual  completed  the 
family  housing  questionnaire. 

Kecord  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  inslallaton  family  housing  office. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  installation  family  housing  office. 

Record  source  categories:  Data  collected  from  each  applicable  in¬ 
dividual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00025  HSCJREFSVCSYS 

System  name:  Housing  Referral  Services  Records  System 

System  location:  All  Navy  installations  with  housing  referral  of¬ 
fices 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  reporting  to  an  installation  who  will  be  residing  off-base 
desirous  of  seelung  off-base  housing. 

Categories  of  records  in  the  system:  Information  is  collected  on 
DD  Form  1668  from  all  military  personnel  reporting  to  a  housing 
referral  office  as  pertains  to  name,  grade,  branch  of  service,  or¬ 
ganization  and  location,  local  address;  housing  need,  e.g., 
rental/sale,  number  of  bedrooms,  fumished/unfumished,  price 
range,  etc.;  number  of  dependents,  male  or  female,  and  age;  a  list 
of  housing  referral  services  provided;  and  identification  of  member 
of  racial  or  ethnic  minority  groups.  Individuals  provided  referral 
assistance  must  in  turn  provide  notification  of  housing  selection  by 
use  of  DD  Form  1670  which  includes  such  information  as  type  of 
housing  selected,  e.g.,  location,  temporary/permanent,  rentd/sale, 
cost,  number  of  bedrooms;  media  through  which  housing  was 
found,  e.g.,  housing  referral,  realtor,  newspaper,  etc.;  and  satisfac¬ 
tion  with  selection,  e.g.,  too  small,  too  far;  discrimination  encoun¬ 
tered;  and  satisfaction  with  housing  referral  services  provided. 

Authority  for  maintenance  of  the  system:  5  USC  301  Department 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Referral  offices  use  data 
to  assist  and  counsel  individuals  in  locating  suitable  housing  off- 
base,  used  for  follow-up  purposes  when  written  notification  from 
individual  is  not  provided  as  to  ultimate  location  of  housing;  used 
for  purposes  of  reporting  statistics  on  field  activity  housing  referral 
services;  used  to  follow-up  on  availability  of  rent^  unit  subsequent 
to  occupant’s  receipt  of  PCS  orders;  and  follow-up  regarding  te- 
nant/lai^ord  complaints. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  Folders 

Retrievability:  By  individual’s  name 

Safeguards:  Housing  files  within  the  housing  referral  or  housing 
office,  used  solely  within  the  housing  organization  and  protected  by 
military  installation’s  security  measures.  Individual  may  upon 
request,  have  access  to  aU  such  data. 

Retention  and  disposal:  Data  is  retained  until  individual’s  tour  is 
completed  and  subsequently  disposed  of  according  to  local  records 
disposition  instructions. 

System  managerfs)  and  address:  Naval  Facilities  Engineering 
Command  (Code  08),  200  Stovall  Street,  Alexandria,  Virginia  22332 

Notification  procedure:  Records  are  maintained  by  housing  refer¬ 
ral  offices  at  the  Navy  activity  responsible  for  providing  referral 
services  for  military  personnel  in  the  area.  Individual  may  request 
access  to  records  upon  proof  of  identify  (ID  card). 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  installation  family  housing  office. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  installation  family  housing  office. 

Record  source  categories:  Data  collected  from  each  applicable  in¬ 
dividual. 


Categories  of  records  in  the  system:  All  pplicants  for  family 
housing  provide  information  to  housing  office  at  next  duty  assign¬ 
ment  pertaining  to  personal  data,  e  g.,  name,  address,  rank/rate,  so¬ 
cial  security  number/service  numlier,  length  of  service,  time 
remaining  on  active  duty,  data  of  rank,  etc.;  dependency  data,  e.g., 
total  number  in  family,  spouse,  age  and  sex  of  dependents,  etc.; 
and  other  pertinent  housing  information,  e  g.,  last  assignment, 
months  involuntarily  separated,  special  health  problems,  etc. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  .system,  including  catego¬ 
ries  of  asers  and  the  purposes  of  such  u.scs:  All  Navy  family  housing 
offices  use  data  to  determine  individual’s  eligibility  for  family  hous¬ 
ing  and  notification  for  subsequent  assignment  to  family  housing  or 
granting  a  waiver  to  allow  occupancy  of  private  housing.  Data  is 
used  to  determine  and  list  individual’s  name  on  appropriate  housing 
wailing  list. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  Folders 

Retrievability:  By  individual’s  name. 

Safeguards:  Housing  files  within  the  housing  office,  used  solely 
within  the  housing  organization  and  protected  by  military  installa¬ 
tion’s  security  measures.  Individual  may,  upon  request,  have  access 
to  housing  application  form. 

Retention  and  disposal:  Data  is  retained  until  termination  of  hous¬ 
ing  occupancy  and  subsequently  disposed  of  according  to  local 
records  disposition  instructions. 

System  manager(s)  and  address:  Bureau  of  Naval  Personnel, 
PERS-71,  1000  North  Glebe  Road,  Arlinrlon,  Virginia  20370 

Notification  procedure:  Records  are  maintained  by  housing  office 
at  the  Navy  activity  responsible  for  management  of  assets  from 
data  specifically  provided  by  individual  on  DD  Form  1646,  Applica¬ 
tion  for  and  Assignment  to  Military  Family  Housing.  Individual 
may  request  access  to  such  data  upon  proof  of  identity  (ID  card). 

Record  access  procedures:  The  agency’s  rules  for  access  t  records 
may  be  obtained  from  installation  family  housing  office. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appiealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  installation  family  housing  office. 

Record  source  categories:  Data  collected  from  each  applicable  in¬ 
dividual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00025  FAMHSGROMTSUSY 

System  name:  Family  Housing  Requirements  Survey  Record 
Systems 

System  location:  Military  installations  with  family  housing  offices 

Categories  of  individuals  covered  by  tbe  system:  Officer  and  en¬ 
listed  personnel  and  only  key  and  essential  civilian  personnel. 

Categories  of  records  in  the  system:  Non-individual  oriented  input 
documents  that  reflect  local  housing  assets;  family  housing  survey 
questionnaires  indicating  family  size,  individual  preference  for 
housing,  housing  cost,  and  indication  as  to  suitability  of  housing  for 
need  of  individual. 

Authority  for  maintenance  of  the  system:  5  USC  301  Department 
Regulations 

Routine  uses  td  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  to 
determine  the  housing  requirement  for  the  location  to  support 
proposed  family  housing  construction,  leasing,  mobile  home  spaces 
and  other  military  construction  programs  submitted  for  OSD  sup¬ 
port  and  Congressional  approval. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposiiig  of  records  in  the  system: 

Storage:  Magnetic  tape  and  file  folders 

Retrievability:  Social  Security  Number. 

Safeguards:  Housing  files  used  solely  within  housing  office;  tape 
files  used  solely  within  data  processing  system;  and  protected  by 
the  military  inst^ation’s  security  measures. 

Retention  and  disposal:  Held  three  years  and  destroyed. 

Systm  manager(s)  and  address:  Overall  policy  official:  Naval 
Facilities  Engineering  Command,  200  Stovall  Street,  Alexandria, 
Virginia  22332.  Subo^inate  record  holders  of  questionnaires:  fami¬ 
ly  housing  office  at  military  installation. 


Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00025  STAHSGREC 
System  name:  Station  Housing  Records 
System  location:  All  Navy  installations  with  housing  inventories 
and/or  housing  management  responsibilities. 
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Categories  of  individuals  covered  by  the  s)^in:  AU  military  per¬ 
sonnel  desiring  housing  or  temporary  lodging,  and  eligible  EiOD 
civilian  employees. 

Categories  of  records  in  the  system:  All  records  and  data  collected 
and  maintained  regarding  individual  housing  or  lodging  needs;  occu¬ 
pancy;  furnishings  inventory;  housing  condition  reports;  assignment 
and  termination  of  housing;  damage  assessment;  occupant  and 
landlord  relations  and  complaints;  maintenance  and  repairs;  waiting 
lists;  inspections;  quarters  cost  data;  Congressional  and  Inspector 
General  inquiries  and  responses;  Servicemen's  Mortgage  Insurance 
Premiums  payments;  individual  cost  data  for  establishing  and  main¬ 
taining  housing  allowances;  eligibility  for  homeowners'  assistance; 
and  entitlement  for  basic  allowances  for  quarters  (BAQ). 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  mainta'ned  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  secured, 
maintained,  and  essential  tor  over-all  operation  and  maintenance  of 
the  Navy  housing  program  and  servicing  of  personnel  eligible  for 
Navy  family  housing,  temporary  lodging,  or  services. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  card  files;  microform;  or,  if  automated,  on 
punched  cards,  magnetic  tape,  etc. 

Retrievability:  By  individual's  name  or  building  and  unit  number. 

Safeguards:  Housing  files  within  the  housing  office,  used  solely 
with  the  housing  organization  and  offices  providing  support  to 
housing  office,  and  protected  by  military  installation's  security 
measures.  Individual  may,  upon  request,  have  access  to  such  data. 

Retention  and  disposal:  Retained  in  office  files  until  termination 
of  occupancy,  obsolete,  no  longer  needed  for  reference,  or  disposal 
of  associated  housing  unit(s). 

System  managerfs)  and  address:  Appropriate  Navy  installation 
responsible  for  Navy  housing  inventory  or  housing  support. 

Notification  procedure:  Records  are  maintained  by  housing  office 
at  Navy  installation  responsible  for  management  of  assets  or 
providing  housing  support.  Individual  may  request  access  to  such 
data  upon  proof  of  identity  (ID  card). 

Record  access  procedures:  Installation  rules  for  access  to  records 
may  be  obtained  from  installation  housing  office. 

Contesting  record  procedures:  The  installation  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  installation  system  manager. 

Record  source  categories:  Data  reported  by  or  collected  from  oc¬ 
cupants  of  housing  or  personnel  provided  housing  support. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00028  PROP  ACCT  REC 
System  name:  Property  Accountability  Records 

System  location:  At  all  activities 

Categories  of  individuals  covered  by  the  system:  Any  Department 
of  the  Navy  employee  (military  or  civilian)  receiving  government 
property  for  which  he  must  sign  a  receipt. 

Categories  of  records  in  the  system:  The  receipts  maintained  are 
any  of  the  following;  logbooks,  property  passes,  custody  chits, 
charge  tickets,  sign  out  cards,  tool  tickets,  sign  out  forms,  photo¬ 
graphs,  charge  cards,  or  any.  other  statement  of  individual  ac¬ 
countability  for  receipt  of  government  property. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  The  receipts  will  be  used 
normally  and  properly  to  identify  individuals  to  whom  government 
property  has  l^en  issued.  Intern^  use  of  the  receipts  will  generally 
be  by  the  local  official  accountable  for  control  of  government  pro¬ 
perty.  Receipts  so  maintained  may  be  referred  to  law  enforcement 
authorities  as  appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  receipts  may  be  maintained  in  any  of  the  following 
formats;  logbooks,  property  passes,  custody  chits,  charge  tickets, 
sign  out  cards,  tool  tickets,  sign  out  forms,  photographs,  chai^ge  out 
cards  or  any  other  statement  of  individual  accountability  for  receipt 
of  government  property. 

Retrievability:  Retrievability  may  be  by  any  of  the  following: 
name,  badge  number,  tool  number,  property  serial  number,  or  any 
other  locally  determined  method  of  property  receipt  accountability. 


Safeguards:  The  receipts  are  unclassified. 

Retention  and  disposal:  Retention  of  receipts  for  property  is  at 
the  discretion  of  the  local  activity  responsible  for  the  property 
being  issued. 

System  mana^r(s)  and  address:  Overall  policy  official:  no 
designated  official  The  system  manager  is  the  commanding  officer 
or  officer  in  charge  of  the  activity  where  the  property  accountabili¬ 
ty  records  are  maintained. 

Notification  procedure:  Individuals  seeking  to  determine  whether 
system  records  contain  information  pertaining  to  them  may  do  so 
by  making  appUcation  to  the  commanding  officer  or  officer  in 
charge  of  the  activity  where  the  receipts  are  located.  Individuals 
making  application  must  have  a  Department  of  the  Navy  approved 
identification  card. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Information  is  collected  directly  from 
the  subject  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00030  DASO  CREW  EVAL 

System  name:  Fleet  Ballistic  Missile  Submarine  Demo  and 
Shakedown  Operation  Crew  Evaluation 
System  location:  Director,  Strategic  Systems  Projects  (PM-1)  De¬ 
partment  of  the  Navy  Washington,  D.C.  20376 
Categories  of  individuals  covered  by  the  system:  Officer  and  en¬ 
listed  personnel  in  responsible  positions  within  the  Weapons  and 
Navigation  Department  of  both  crews  of  a  fleet  ballistic  missile 
submarine  undergoing  Demonstration  and  Shakedown  Operations 
Categories  of  records  in  the  «ystem:  Memorandum  report  to  file 
Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  (Reparation  of  Certifica¬ 
tion  for  Deployment  messages  by  Director,  Strategic  Systems  Pro¬ 
jects  and  Commander  Submarine  Group  Six  and  development  of 
foUow-on  training  programs 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  holders 

Retrievability:  Ship  and  crew  designators 

Safeguards:  Access  restricted  to  Assistant  for  Weapons  System 
Operation  and  Evaluation  staff.  Strategic  Systems  Project  Office 
and  Commander  Submarine  Group  Six  staff.  Vault  storage. 

Retention  and  disposal:  Maintained  for  at  least  two  years  then 
destroyed  by  shredding 

System  manager(s)  and  address:  Director,  Strategic  Systems  Pro¬ 
jects  Department  of  the  Navy  Washington,  D.C.  20376 

Notification  procedure:  All  inquires  should  be  directed  to  the 
Privacy  Act  Coordinator: 

Deputy  Director,  Strategic  Systems  Projects 
Department  of  the  Navy 
Washington,  D.C.  20376 

and  should  indicate  full  name,  military  status,  time  period  and 
ship  undergoing  Demonstration  and  Shakedown  Operations,  and 
billet  held. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Observation  of  Demonstration  and 
Shakedown  Operation  team  and  questionnaire  filled  out  by  ship’s 
personnel 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N(MM33  MSCOl 

System  name:  MSC/NCSORG  Reserve  Personnel  Record 
System  location:  Commander,  Military  Sealift  Command,  Depart¬ 
ment  of  the  Navy,  Washington,  D.C.  20390 
Categories  of  individuals  covered  by  the  system:  Naval  Reserve 
personnel  in  the  MSC/NCSORG  Reserve  Pro^m 
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Categoric*  of  record*  in  the  sy*teni:  Name,  rank,  social  security 
number,  designator,  date  of  birth,  home  address  and  phone,  active 
duty  training,  correspondence  courses,  education,  active  military 
service,  civilian  employment  experience. 

AuthoHty  for  maintenance  of  the  system:  S  U.S.C.  301,  Depart¬ 
mental  Regulations 

Routine  use*  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  the 
system  provides  pertinent  biographical  information  and  data  to  be 
used  by  the  prosram  sponsor  for  the  management,  supervision  and 
administration  of  the  MSC/NCSORG  program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Data  cards  or  similar  record. 

Retrievability:  By  name 

Safeguards:  Records  are  kept  within  COMSC  Naval  Reserve 
Division  Office.  No  one  authorized  access  outside  of  Naval 
Reserve  Division  personnel.  Building  employs  security  guards. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  managerfs)  and  address:  Commander,  Military  Sealift 
Command.  Eiepartment  of  the  Navy.  Washington,  D.C.  20390 

Notification  procedure:  Information  may  be  obtained  from  System 
Manager.  Written  requests  for  information  should  contain  full  name 
of  the  individual,  military  grade  or  rate,  and  date  of  birth.  For  per¬ 
sonal  visits,  the  individual  should  be  able  to  provide  some  accepta¬ 
ble  means  of  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  systems  manager. 

Record  source  categories:  Information  is  submitted  by  the  in¬ 
dividual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00034  AFHPSP 

System  name:  Armed  Forces  Health  Professional  Scholarship 
System 

System  location:  Commanding  Officer  Navy  Finance  Center 
Antony  J.  Celebrezze  Federal  Building  Cleveland,  Ohio  44199 

Categories  of  individuals  covered  by  the  system:  AFHSP  students 
until  graduation 

Categories  of  records  in  the  system:  Personnel  and  entitlement 
data  necessary  for  pay  computation 

Authority  for  maintenance  of  the  system:  Public  Law  92-426 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Preparation  of  checks, 
leave  and  earnings  statements,  and  financial  reports.  Data  may 
released  to  various  government  agencies  such  as  to  the  Department 
of  the  Treasury,  Swial  Security  Administration,  and  Veterans  Ad¬ 
ministration  when  needed  to  provide  payment  or  service  to 
member.  To  the  American  Red  Cross,  Navy  Relief  Society  and 
U.S.O.  for  personal  assistance  to  the  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape  and  file  folders 

Retrievability:  Social  security  account  number  and  member  name 

Safeguards:  Guards,  personnel  screening,  and  requestor  codes 

Retention  and  disposai:  Destroyed  ten  years  after  member’s 
graduation 

System  managerfs)  and  address:  Commanding  Officer  Navy 
Finance  Center  Anthony  J.  Celebrezze  Federal  Office  Building 
Cleveland,  Ohio  44199 

Notification  procedure:  Individuals  may  write  to  system  manager 
at  above  address.  Information  request  must  contain  Navy  member’s 
full  name,  military  status,  and  social  security  number.  Requestor 
may  visit  above  address  and  must  have  military  identification  card 
or  valid  state  driver’s  license  and  social  security  card  as  positive 
proof  of  identity. 

Record  ncccss  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appea^g  initial  determinations  by  the  individual  con¬ 
cerned  may  be  emtainra  from  the  system  manager. 


Record  source  categories:  Disbursing  Officer,  Reserve  members, 
BUPERS,  and  BUMED 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00034  EMPSTATS  REG 

System  name:  Statements  of  Employment  (Regular  Retired  Officers) 

System  location:  Commanding  Officer,  Navy  Finance  Center 
Anthony  J  Celebrezze,  Federal  Building,  Cleveland,  Ohio  44199 
and  Marine  Corps  Finance  Center  Kansas  City,  Missouri  64197 

Categories  of  individuals  covered  by  the  system:  All  Navy  and 
Marine  Corps  Regular  retired  officers  who  have  filed  a  Statement 
of  Employment  (DD  Form  1357). 

Categories  of  records  in  the  system:  The  information  is  typically 
contained  in  the  individual’s  pay  account  file  and  occasionally  ac¬ 
companied  by  correspondence  from,  to,  or  concerning  individuals 
in  the  above-stated  category. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  3326;  18 
U.S.C.  207,  281,  283  ;  37  U.S.C.  801;  44  U.S.C.  3101;  U.S.  Const., 
Art.  I.  9,  CL.  8. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  is  used 
to  determine  whether  the  retiree  has  or  may  have  a  conflict  of  in¬ 
terest  or  is  engaging  in  proscribed  post-retirement  employment  ac¬ 
tivities.  In  some  cases,  the  information  is  provided  to  the  Judge  Ad¬ 
vocate  General  to  serve  as  bases  for  advisory  opinions  on  the 
legality  and  possible  penal  and  civil  consequences  of  post-retire¬ 
ment  employment  activities  and  related  conflicts-of-interests  and 
standards-of-conduct  questions.  In  addition,  the  information  may  be 
furnished  to  other  components  of  the  Department  of  Defense,  the 
U.S.  General  Accounting  Office,  Department  of  the  Treasury,  the 
Civil  Service  Commission,  the  Department  of  Justice,  and  other 
law  enforcement  and  investigatory  agencies  in  instances  of 
suspected  violations  of  pertinent  laws  or  regulations,  and  the  De¬ 
partment  of  Labor. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  ^ 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  By  name  or  social  security  number  of  the  in¬ 
dividual  concerned. 

Safeguards:  Files  are  maintained  in  file  cabinets  under  the  control 
of  authorized  personnel  during  working  hours;  the  office  space  in 
which  the  file  cabinets  are  located  is  locked  outside  of  official 
working  hours. 

Retention  and  disposal:  Records  are  maintained  at  the  above- 
stated  locations  for  up  to  two  years  after  the  death  of  the  individual 
concerned,  at  which  time  they  are  transferred  to  the  Federal 
Records  Center,  Mechanicsburg,  Pennsylvania,  in  the  case  of  Navy 
persoiuiel,  and  to  the  Federal  Records  Center,  Kansas  City,  Mis¬ 
souri  in  the  case  of  Marine  Corps  personnel. 

System  managerfs)  and  address:  For  Navy  Regular  retired  of¬ 
ficers: 

Comptroller  of  the  Navy 
Navy  Department 
Washington,  D.C.  20350 

For  Marine  Corps  Regular  retired  officers: 

Commanding  Officer 
Marine  Corps  Finance  Center 
1 500  East  Bannister  Road 
Kansas  City,  Missouri  64197 

Notification  procedure:  Information  may  be  obtained  by  written 
request  which  adequately  identifies  the  system  of  records  and  the 
individual  about  whom  the  record  is  kept  (i.e.,  full  name  and  social 
security  number);  the  written  request  must  be  signed  by  the 
requesting  individual. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager  for  Marine 
Corps  and  the  Navy  Finance  Center  for  Navy. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager  for  Marine 
Corps  and  the  Navy  Finance  Center  for  Navy. 

Record  source  categories:  The  information  is  obtained  from  the  in¬ 
dividual  to  whom  the  record  pertains. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 
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N00034  FHA  PAYMENTS 

System  nunc:  FEDERAL  HOUSING  ADMINISTRATION 
MORTGAGE  INSURANCE  SYSTEM 
System  locatioa:  Commanding  Officer  Navy  Finance  Center 
Anthony  J.  Ceiebrezze  Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system:  Navy  members 
who  have  home  mortgages  through  FHA. 

Categories  of  records  in  the  system:  Payments  made  to  FHA  for 
insurance  payments  credited  to  members. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  Records  in  this  system 
are  used  within  the  Navy  Finance  Center  to  calculate  payments  for 
FHA  and  to  reconcile  any  discrepancies  in  accounts.  Data  may  be 
provided  to  Finance  Centers  of  the  other  services,  and  to  the  De¬ 
partment  of  the  Treasury  when  address  is  needed  for  issuance  of 
check. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 

Retrievability:  Social  security  number  and  member’s  name 
Safeguards:  Guards,  personnel  screening  and  requestor  codes 
Retention  and  disposal:  Destroyed  one  year  after  death  or 
discharge  of  member 

System  manager(s)  and  address:  Commanding  Officer,  Navy 
Finance  Center,  Anthony  J.  Ceiebrezze  Federal  Building,  Cleve¬ 
land,  Ohio  44199 

Notification  procedure:  Individuals  may  write  to  members  at 
above  address.  Information  request  must  contain  Navy  member's 
full  name  and  social  security  number.  Requester  may  visit  above 
address  and  must  have  military  identification  card  or  valid  state 
driver's  license  and  social  security  card  as  proof  of  identity. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  FHA,  member,  field  disbursing  officers 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N00034  NFC  RET  PAY 
System  name:  Retired  Pay  System 
System  location:  Commanding  Officer  Navy  Finance  Center 
Anthony  J.  Ceiebrezze  Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system:  Uniformed  Navy 
Retired  and  Retainer  Accounts;  retirees  electing  Retired  Ser¬ 
vicemans  Family  Protection  Plan  or  Survivor’s  Benefit  Program, 
survivor  of  retirees  receiving  SBP  or  Minimum  Income  Widow  Pay¬ 
ments;  National  Oceanic  and  Atmospheric  Administration  Retirees. 

Categories  of  records  in  the  system:  They  are  used  for  extraction 
or  compilation  of  statistical  data  and  reports  for  management  stu¬ 
dies  and  statistical  analyses  for  use  internally  or  externally  as 
required  by  Department  of  Defense  or  by  other  Government  agen¬ 
cies. 

Authority  for  maintenance  of  the  system:  Title  10  U.S.  Code  Subti- 
UeC 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  in  this  system 
are  used  for  extraction  or  compilation  of  statistical  data  and  reports 
for  management  studies  and  statistical  analyses,  for  use  internally 
or  extem^y  as  required  by  the  Department  of  Defense  or  by  other 
Government  agencies.  They  are  used  within  the  Navy  Finance 
Center  to  compute  retirement  payments  and  to  investigate  and 
reconcile  any  underpayments,  overpayments,  or  claims.  Data  may 
be  released  to  the  Internal  Revenue  Service  and  state  and  local  tax¬ 
ing  authorities;  the  Social  Security  Administration,  the  Civil  Service 
Commission,  and  the  Veterans’  Administration  when  retirement 
payments  received  may  have  an  impact  upon  payments  issued  by 
those  agencies;  the  Department  of  the  Treasury  for  issuance  of 
checks;  the  courts  upon  receipt  of  court  orders;  and  the  designated 
beneficiaries  of  deceased  members.  To  the  American  Red  Cross, 
Navy  Relief  Society,  and  U.S.O.  for  personal  assistance  to  the 
member,  and  to  the  Department  of  Labor. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape  and  file  folders 
Retrievability:  Social  security  number  and  member’s  name 
Safeguards:  Guards,  personnel  screening,  requestor  codes 
Retention  and  disposal:  Kept  for  ten  years  then  forwarded  to 
safekeeping;  NOAA  accounts  dropped  upon  retirees  death. 

System  manager(s)  and  address:  Conunanding  Officer  Navy 
Finance  Center  Anthony  J.  Ceiebrezze  Federal  Building  Cleveland, 
Ohio  44199 

Notification  procedure:  Individuals  may  write  to  system  manager 
at  above  address.  Information  request  must  contain  Navy  member’s 
full  name  and  social  security  number. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Field  Disbursing  Officers,  BUPERS,  In¬ 
dividual  members.  Veterans  Administration,  IRS. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00034  NRDP  PAY  SYS 
System  name:  Reserve  Pay  System 
System  location:  Conunanding  Officer  Navy  Finance  Center 
Anthony  J.  Ceiebrezze  Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system:  Active  ‘reservists 
drilling  in  pay  units 

Categories  of  records  in  the  system:  Performance  entitlements, 
monthly  and  yearly  pay,  and  personnel  data  needed  for  pay  compu¬ 
tation  and  issuance 

Authority  for  maintenance  of  the  system:  10  U.S.  Code  Chapter  1 1 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
within  the  Navy  Finance  Center  by  military  pay  adjudicators  for 
the  purposes  of  issuing  checks  and  earning  statements,  investigating 
claims  and  overpayments,  and  for  preparation  of  financial  reports. 
Data  contained  in  records  may  be  released  to  BUPERS,  various 
field  activities,  and  other  Department  of  Defense  activities  to  assist 
these  activities  to  update,  verify,  or  correct  their  records;  the  Inter¬ 
nal  Revenue  Service  and  state  or  local  tax  authorities  for  use  in 
computing  or  resolving  member’s  tax  liability;  the  Social  Security 
Administration  to  determine  member’s  coverage  under  that  pro¬ 
gram;  the  Department  of  the  Treasury  for  issuance  of  checks;  the 
Veterans’  Administration  or  to  the  Navy  Family  Allowance  Activi¬ 
ty,  when  needed  to  process  cases  in  the  courts  upon  court  order; 
the  designated  beneficiaries  of  deceased  members.  To  the  American 
Red  Cross,  Navy  Relief  Society,  and  U.S.O.  for  personal  assistance 
to  the  member. 

Policies  and  practice  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape  and  file  folders 
Retrievability:  Social  security  number  and  name 
Safeguards:  Guards,  personnel  screening,  requestor  codes 
Retention  and  disposal:  Microfilm  record  kept  indefinitely  in 
safekeeping 

System  manager(s)  and  address:  Commanding  Officer  Navy 
Finance  Center  Anthony  J.  Ceiebrezze  Federal  Building  Cleveland, 
Ohio  44199 

Notification  procedure:  Individuals  may  write  to  system  manager 
at  above  address.  Information  request  must  contain  Navy  member’s 
full  name  and  social  security  number. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Disbursing  Officers,  individual  mem¬ 
bers,  BUPERS,  and  IRS. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00034  NROTC 

System  name:  Naval  Reserve  Officer  Training  Corps  Pay  System 
System  location:  Commanding  Officer  Navy  Finance  Center 
Anthony  J.  Ceiebrezze  Federal  Building  Clevelaim,  Ohio  44199 
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Xateforks  ol  iMttvtdiiab  covered  by  the  system:  NROTC  students 
until  time  of  commissioning 

Categories  at  records  In  the  nrstem:  Personnel  and  entitlement 
data  necessary  for  computation  of  pay  entitlements. 

Authority  for  malntenaiKc  of  the  system:  10  U.  S.  Code,  Chapter 
103  and  iKibUc  Law  88-647. 

Routfae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  records  are  u^ 
within  the  Navy  Finance  Center  by  military  pay  adjudicators  for 
the  purposes  of  issuing  checks  and  earnings  statements,  investigat¬ 
ing  claims  and  overrayments,  and  for  preparation  of  financial  re¬ 
ports.  Data  contained  in  records  may  be  released  to  BUPERS,  vari¬ 
ous  field  activities  and  other  Department  of  Defense  activities  to 
assist  these  activities  to  update,  verify,  or  correct  their  records,  or 
process  cases;  to  the  Internal  Revenue  Service  and  state  or  local 
tax  authorities  for  their  use  in  computing  or  resolving  member’s  tax 
liability;  to  the  Social  Security  Administration  to  determine 
member’s  coverage  under  that  program;  to  the  Department  of  the 
Treasury  when  needed  for  issuance  of  check;  to  the  Veteran’s  Ad¬ 
ministration  or  to  the  Navy  Family  Allowance  Activity,  to  process 
cases;  to  the  courts  upon  court  order;  to  the  designated  beneficia¬ 
ries  of  deceased  members,  etc.  To  the  American  Red  Cross,  Navy 
Relief  Society,  and  U.S.O.  for  personal  assistance  to  the  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape  and  file  folders 

Retrievability:  Social  Security  account  number  and  member  name 
Safeguards:  Guards,  personnel  screening,  requestor  codes 
Retentkm  and  disposal:  Original  shipped  to  safekeeping  for  per¬ 
manent  retention. 

System  nunagerfs)  and  address:  Commanding  Officer  Navy 
Finance  Center  Anthony  J.  Celebrezze  Federal  Biding  Cleveland, 
Ohio  44199 

Notification  procedure:  Individuals  may  write  to  system  manager 
at  above  address.  Information  request  must  contain  Navy  member’s 
full  name,  miliu^  status,  and  social  security  account  number. 
Requestor  may  visit  above  address  and  must  have  milita^  identifi¬ 
cation  card  or  valid  state  driver’s  license  and  social  security  card  as 
positive  proof  of  identity. 

Record  accem  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Disbursing  Officer,  Member,  BUPERS, 
CNETO,  and  IRS. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00034  SAV-DEP-SYS 
System  name:  Savings  Deposit 

System  location:  Commanding  Officer  Navy  Finance  Center 
Anthony  J.  Celebrezze  Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system:  Navy  members 
still  declared  missing  in  action  in  the  Vietnam  conflict. 

Categories  of  records  in  the  system:  Members  records  reflecting 
account  balances 

Authority  for  maintenance  of  the  system:  Public  Law  89-538 
Routine  uses  of  records  maintained  in  the  system,  includi^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reco^s  in  this  system 
are  used  for  crediting  of  interest  and  clearing  of  account  upon  ter¬ 
mination.  Records  wUl  be  furnished  to  Navy  Family  Allowance  Ac¬ 
tivity  and  other  Department  of  Defense  agencies  servicing  families 
of  persons  still  hav^  active  accounts;  to  the  Internal  Revenue  Ser¬ 
vice  upon  termination  of  account. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape  and  file  folders 
Retrievability:  Social  security  number  and  member  name 
Safeguards:  Guards,  personnel  screening,  and  specific  requestor 
codes 

Retention  and  disposal:  Upon  closing  of  account,  records  are 
shipped  to  FRC  and  destroyed  after  two  years. 

System  managerfs)  and  address:  Commanding  Officer  Navy 
Finance  Center  Anthony  J.  Celebrezze  Federal  Building  Cleveland, 
Ohio  44199 


Nodficatioa  procedure:  Individuals  may  write  to  system  manager 
at  above  address.  Only  the  member  or  executor  or  benificiary  of 
estate  will  be  provided  information.  Individual’s  name  and  social 
security  number  are  required.  Persons  wishing  to  view  mords  in 
person  must  report  to  the  Navy  Family  Allowance  Activity,  Room 
%7,  Anthony  J.  Celebrezze  Federal  Building,  Clevelai^  Ohio 
44199. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

CoDtcstiiig  record  procedures:  The  agency’s  rules  for  contesting 
contents  arid  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Member’s  initial  request,  adjudicators 
in  Central  Accounts  Apartment. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00034  13 

System  name:  Slot  Machine  Winnings 
System  locatkm:  Decentralized,  maintained  at  Navy  and  Marine 
Corps  overseas  bases,  where  slot  machines  are  not  in  violation  of 
U.S.  laws,  status  of  forces  or  local  agreements.  A  list  is  available 
from: 

NAVY 

Chief  of  Naval  Personnel  (Pers-7) 

Bureau  of  Naval  Persotmel 
Washington,  D.C.  20370 
MARINE  CORPS 

Coirunandant  of  the  Marine  Corps  (MSMS) 

Washington,  D.C.  22214 

Categories  of  individuals  covered  by  the  system:  Individual  U.S. 
citizens  18  years  of  age  and  older  who  are  paid  monies  for  winnings 
associated  with  slot  machine  jackpots. 

Categories  of  records  in  the  system:  Jackpot  payout  control  sheet 
indicating  individual  name,  gralle,  SSAN,  duty  station,  dates  and 
amounts  of  jackpot  monies  paid  are  maintained  at  each  location. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  account  for  and  con¬ 
trol  monies  paid  to  individual  winners  of  slot  machines  jackpots 
and  as  a  basis  for  IRS  Form  1099  reporting  on  individuals  whose 
winnings  are  six  hundred  dollars  or  more  during  a  calendar  year. 

USER:  Navy  and  Marine  Corps  shore  activities  where  slot 
machines  have  been  approved  by  the  Chief  of  Naval  Personnel  or 
the  Commandant  of  the  Marine  Corps. 

USES:  Provides  a  means  of  paying,  recording,  accounting  for, 
reporting,  and  controlling  expenditures  associated  with  slot  machine 
jackpots. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  maintained  in  file  cabinets  located  in  a  secure 
area. 

Retrievability:  Individual  control  sheets.  Individual  IRS  Form 
1099  by  name  and  SSAN. 

Safeguards:  Records  are  kept  in  occupied  rooms  which  are  locked 
during  non-working  hours. 

Retention  and  disposal:  Records  are  maintained  on  site  for  3 
years  and  then  shipped  to  the  Federal  Records  Center  in  ac¬ 
cordance  with  SECNAVINST  S212.S  series. 

System  man^r(s)  and  address:  Overall  policy  and  procedures  for 
the  slot  machine  operation  are  contained  in  NAVSO  P-3S18,  3519, 
3520,  3521,  BUPERINST  10150.2B  and  MCO  P-174613B.  A  list  of 
system  managers  by  activity  is  available  from  the  Chief  of  Naval 
I^rsonnel  (Pers-7)  for  Navy  managers  and  the  Commandant  of  the 
Marine  Corps  (MSMS)  for  Marine  Corps  managers. 

Notification  procedure:  Individuals  are  notified  via  IRS  Form  1099 
if  their  jackpot  winnings  are  six  hundred  dollars  or  more  in  a  calen¬ 
dar  year.  An  individual  can  contact  the  applicable  systems  manager 
on  matters  concerning  their  jackpot  winnings. 

Record  access  procedures:  Individuals  have  access  to  information 
applicable  to  their  individual  jackpot  winnings.  Officials  such  as 
IRS,  Auditor  and  etc.  have  access  to  information  applicable  to  all 
jackpot  winners.  Access  is  through  the  system  mana^r. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  mana^r. 
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Record  source  categories:  Daily  jackpot  payout  sheets. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00034  14 

System  name:  Bingo  Winners 

System  location:  Decentralized,  maintained  at  individual  Navy  or 
Marine  Corps  bases  where  bingo  is  authorized  and  played.  A  list  is 
available  from: 

NAVY 

Chief  of  Naval  Personnel  (Pers-7) 

Bureau  of  Naval  Personnel 
Washington,  D.C.  20370 

MARINE  CORPS 

Commandant  of  the  Marine  Corps  (MSMS) 

Washington,  D.C.  22214 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
are  paid  monies  or  prizes  for  winnings  associated  with  bingo. 

Categories  of  records  in  the  system:  Bingo  payout  control  sheet  in¬ 
dicating  individual  name,  SSAN,  duty  station,  dates  and  amounts 
or  items  won  are  maintained  at  each  location. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  account  for  and  con¬ 
trol  monies  and  items  of  merchandise  paid  to  individual  winners  of 
bingo  games  and  as  a  basis  for  IRS  Form  1099  reporting  on  in¬ 
dividuals  whose  winnings  are  six  hundred  dollars  or  more  during  a 
calender  year. 

USES:  Provides  a  means  of  paying,  recording,  accounting  for  re¬ 
porting  and  controlling  expenditures  and  merchandise  inventories 
associated  with  bingo  games. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  maintained  in  file  cabinets  located  in  a  secure 
area 

Retrievability:  Individual  control  sheets.  Individual  IRS  Form 
1099  by  name  and  SSAN. 

Safeguards:  Records  are  kept  in  occupied  rooms  which  are  locked 
during  non-working  hours. 

Retention  and  disposal:  Records  are  maintained  on  site  for  3 
years  and  then  shipped  to  Federal  Records  Center  in  accordance 
with  SECNAVINST  5212.5  series. 

System  manageris)  and  address:  Overall  policy  and  procedures  for 
the  bingo  operation  are  contained  in  NAVSO  P-3518,  3519,  3520, 
3521,  BUPERSINST  1710.11  and  MCO  P-174613B.  A  Ust  of 
systems  managers  is  available  from  Chief  of  Naval  Personnel  (Pers- 
7)  for  Navy  managers  and  the  Commandant  of  the  Marine  Corps 
(MSMS)  for  Marine  Corps  managers. 

Notification  procedure:  Individuals  are  notified  via  IRS  Form  1099 
if  their  bingo  winnings  are  six  hundred  dollars  (monetary  value)  or 
more  in  a  calendar  year.  An  individual  can  contact  the  applicable 
systems  manager  on  matters  concerning  their  bingo  winnings. 

Record  access  procedures:  Individuals  have  access  to  information 
applicable  to  their  individual  bingo  winnings.  Officials  such  as  IRS, 
Auditor  and  etc.  have  access  to  information  applicable  to  all  bingo 
winners.  Access  is  through  the  systems  managers. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Bingo  payout  control  sheet. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N0003401 

System  name:  Civilian  Pay  System 

System  location:  Decentralized,  maintained  by  125  Navy  and 
Marine  Corps  civilian  payroll  offices;  a  list  is  available  from: 

Commander 

Navy  Accounting  and  Finance  Center  (NCF-123) 

Washington,  D.C.  20376 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  who  are  employed  by  Navy  and  Marine  Corps  Activities 
and  are  paid  from  appropriated  funds 

Categories  of  records  in  the  system:  Individual  civilian  pay 
records,  retirement  records  and  leave  records;  substantiating  docu¬ 
ments  such  as  personnel  action  forms  effecting  new  appointments. 


separations,  promotions,  demotions,  and  deduction  changes;  Inter- 
naJ  Revenue  Service  Form  W-4;  State  and  City  tax  information; 
authorizations  for  deductions,  i.e.,  savings  bonds,  group  life  in¬ 
surance,  health  benefits,  overpayments,  indebtedness  to  the 
Government;  court  orders  for  garnishment  of  wa^es  for  child  sup¬ 
port  and  alimony  payments;  allotments,  i.e.,  umon  dues,  charity 
contributions,  savings  allotments,  special  allotments  for  overseas 
employees;  tax  levies;  claims;  awaitl  payments;  special  pay;  al¬ 
lowances  and  differentials. 

Authority  for  maintenance  of  the  system:  5  USC301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose:  To  pay  all 
Navy  and  Marine  Corps  civilian  employees,  maintain  leave  and 
retirement  records  and  to  record,  report  and  account  for  govern¬ 
ment  expenditures  for  personal  services. 

User:  Navy  and  Marine  Corps  civilian  payroll  offices 

Uses:  Provides  a  means  of  paying,  recording  and  accounting  for 
government  expenditures  for  personal  services  of  Navy  and  Marine 
Corps  civilian  employees;  provides  time  and  attendance  information 
to  individual  employees  and  management;  provides  audit  trails  for 
GAO,  Navy  Area  Audit,  and  internal  audit  procedures;  provides 
federal,  state,  and  city  tax  information  to  appropriate  authorities; 
provides  retirement  information  and  monies  to  CSC  for  computa¬ 
tion  fo  annunities;  provides  other  data  to  CSC  as  required  for  spe¬ 
cial  studies.  To  the  Treasury  Department  in  connection  with  check 
issuance,  the  Veterans  Administration  in  regard  to  Disability  or 
Severance  Pay  Entitlement,  the  Social  Security  Administration  for 
FICA  Wage  reporting;  the  Internal  Revenue  Service  and  state  and 
local  tax  authorities  for  computing  or  resolving  tax  liability.  To 
state  employment  agencies  which  require  wage  information  to 
determine  eligibility  for  unemployment  compensation  benefits  of 
former  employees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tapes,  disc, 
microfilm/  microfiche  and  punched  cards.  Manual  records  on 
manual  card  files  and  in  file  folders. 

Retrievability:  By  name,  social  security  number,  or  locally  as¬ 
signed  identification  number. 

Safeguards:  Locked  fireproof  cabinets  for  retirement  records. 
Metal  cabinets  for  manual  payroll  and  leave  records  within  locked 
rooms.  The  computer  facility  and  terminal  are  located  in  restricted 
areas  accessible  only  to  authorized  persons  that  are  properly 
screened,  cleared  and  trained.  Manual  records  and  computer  prin¬ 
touts  are  available  only  to  personnel  engaged  in  payroll  processing, 
auditors,  investigative  officials  and  management  personnel. 

Retention  and  disposal:  Payroll  records  maintained  on-site  for 
2  years  after  completion  of  on-site  audits  by  GAO;  if  no  on-site 
audit  is  performed,  retain  records  on-site  for  4  years,  then  shipped 
to  Federal  Record  Center  where  they  are  retained  for  56  years. 

Leave  Records  -  same  as  above,  except  held  by  Federal  Record 
Centei  for  10  years. 

Retirement  Registers  -  same  as  above,  except  are  destroyed 
rather  than  sent  to  Federal  Record  Center.  Retirement  records  are 
maintained  until  employee  separates;  if  he  goes  to  another  Navy  or 
Marine  Corps  activity,  retirement  records  are  sent  to  that  activity; 
if  he  goes  to  another  agency  or  separates,  sent  to  CSC. 

System  nuinager(s)  and  address:  Overall  policy  and  procedure  for 
the  Civilian  Payroll  System  are  established  by  the  Commander, 
Navy  Accounting  and  Finance  Center,  W'ashington,  D.C.  20376.  A 
list  of  the  system  managers  by  payroll  activity  is  avabilable  from 
Navy  Accounting  and  Finance  Center  (NCF-123). 

Notification  procedure:  Civilian  employees  can  directly  contact 
the  system  manager  of  his  payroll  activity.  If  unknown,  the  inquiry 
should  be  submitted  to  the  Commander,  Navy  Accounting  and 
Finance  Center,  address  above.  Requestor  should  provide  full 
name,  social  security  number,  identification  number,  if  applicable, 
activity  where  employed  and  information  desired.  An  individual  can 
visit  his  payroll  office  on  any  matter  concerning  his  pay. 

Record  access  procedures:  Employees  have  access  to  their  in¬ 
dividual  pay,  leave  and  retirement  records.  The  agency’s  rules  for 
access  to  records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 
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Record  source  categories:  Standard  Form  50’ s  (Personnel  actions), 
time  and  attendance  records,  retirement  records,  federal  state  and 
tax  forms,  deduction  authorizations,  allotment  authorizations,  court 
orders  for  garnishment  of  wages  for  child  support  and  alimony  pay¬ 
ments. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N0003402 

System  name:  Bond  Accounting 

Sjrstcm  location:  Decentralized,  maintained  by  Issuing  Agents  for 
Savings  Bonds;  a  list  is  available  from: 

Commander 

Navy  Accounting  and  Finance  Center  (NCF-123) 

Washington,  D.C.  20376 

Categories  of  individuals  covered  by  the  system:  Civilian  and  Mili¬ 
tary  Personnel  of  the  Department  of  the  Navy  including  contract 
employees  who  meet  the  requirement  for  ownership  of  savings 
bonds  as  outlined  in  TreasuiV  Department  Circular  No.  530  as 
amended. 

Categories  of  records  in  the  system:  Files  contain  individual  appli¬ 
cation  and  related  records  -  The  Bond  Record  File  -  Master  Bond 
Record  Card  Control  Account  -  The  Master  Control  Account  -  Ac¬ 
tivity  Subcontrol  Accounts  -  Refund  Subcontrol  -  Transfer  Journal. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^rpose:  To  issue  U.  S. 
Savings  Bonds 

User:  Issuing  Agents  for  Savings  Bonds 

Uses:  Provide  audit  trail  on  Requisition,  Control,  and  Issuing  of 
Bonds  - 

Maintenance  of  accounts  -  Accounting  for  funds  -  Financial  Re¬ 
ports  and  Returns  -  Miscellaneous  provisions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Metal  file  cabinets  equipped  with  a  locking  device  - 
Paper  records  in  metal  filing  cabinets  -  Microfilm. 

Retrievahility:  Retrieved  by  name,  social  security  number  or 
payroll  number.  From  the  Federal  Reserve  Bank  by  numerical 
sequence  by  serial  number  shown  on  bond  issued  stub. 

Saf^uards:  Locked  cabinets,  with  building  or  military  base 
security.  Access  authorized  to  personnel  engaged  in  payroll 
processing,  disbursing,  supervisory  or  management  personnel,  and 
auditors.  Bond  subscribers  are  authorized  to  receive  information  on 
their  own  records. 

Retentioo  and  disposal:  Records  are  maintained  for  one  year. 
Records  are  then  forwarded  to  a  Federal  Records  Center. 

System  managcr(s)  and  address:  Commander  Navy  Accounting 
and  Finance  Center  (NCF-123)  Washington,  D.C.  20376  Procedures 
are  prescribed  in  Comptroller  of  the  Navy  Manual  (NAVSO  P- 
1000).  For  decentralized  locations  where  individuals  may  deal 
directly,  addresses  are  available  from  the  SYSMANAGER. 

Notification  procedure:  Information  may  be  obtained  by  contact¬ 
ing  the  Bond  Issuing  Office  responsible  for  issuing  bond  if  known. 
If  unknown  the  inquiry  should  be  submitted  to  Conunander,  Navy 
Accounting  and  Finance  Center,  NCF-123,  Washington,  D.C  20376. 
Requester  should  provide  full  name,  social  security  number  or 
payroll  number,  current  address  when  requesting  information.  An 
mdividual  is  permitted  to  visit  any  Bond  Issuing  A^nt  Office  for 
information  and  will  be  required  to  provide  identification  such  as 
identification  card  (i.e.,  DOD  Building  Pass). 

Record  aceem  procedures:  The  Agency’s  rtile  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Coutestiiig  record  procures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  system  manager. 

Record  source  categories:  Request  for  Bonds  are  filed  by  in¬ 
dividuals  who  provide  information  on  themselves.  Other  records 
are  generated  from  the  original  request. 

Systems  exempted  from  certain  provisioDS  of  the  act:  None 
N0003403 

System  name:  Military  Pay  System 

Svatem  locathm:  (Decentralized)  Navy  and  Marine  Corps 
Disbursing  offices.  Navy  Finance  (Offices,  Navy  Regional  Finance 


Centers,  and  Navy  Finance  Center  which  are  identified  in  appendix 
B  of  Volume  IV,  Navy  Comptroller  Manual  and  addresses  which 
are  contained  in  the  directory  of  Department  of  the  Navy  mailing 
addresses. 

Category  of  individuals  coveted  by  the  system:  All  Navy  person¬ 
nel  on  active  duty. 

Categoria  of  records  in  the  systm:  Individual  military  pay 
records,  (including  micro-filmed  copies  of  semi-annually  clos^ 
records).  Leave  and  Earnings  Statement,  Personnel  Financial 
Record,  substantiating  documents  authorizing  credits  smd  deduc¬ 
tions  of  pay  entitlements  and  withholding  of  Federal  income  tax 
and  Service  Group  Life  Insurance,  Intern^  Revenue  Forms  (W-2) 
reporting  Federal  income  tax  withheld  and  Federal  Insurance  Con¬ 
tribution  Acts,  military  money  lists,  pay  receipts,  check  and  dis¬ 
tribution  lists,  allotment  documents,  locator  files,  absentee  and 
deserter  lists,  miscellaneous  correspondence  requesting  or  provid¬ 
ing  pay  information,  and  commanding  officers  leave  lists. 

Authority  for  maintenance  of  the  system:  Title  10  and  37  U.S.C. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  CJfficials  and  employees, 
military  and  civilian,  of  the  Department  of  the  Navy  in  the  per¬ 
formance  or  their  ofHcial  duties  relating  to  the  maintenance  of  pay 
records  and  the  determination  and  audit  of  pay  entitlements,  com¬ 
puting,  paying  and  reporting  payments,  determini^  budgets  and  ap¬ 
propriation  repuirements,  commencing  and  terminating  allotments, 
determining  amounts  subject  to  fines,  forfeitures  or  detentions  of 
pay  in  connection  with  non-judicial  punishment  and  courts  martial, 
distribution  of  pay  checks  aind  leave  and  earnings  statements.  The 
Comptroller  General  or  any  of  his  authorized  representatives  in  the 
course  of  the  performance  of  duties  of  the  CJeneral  Accounting  Of¬ 
fice  in  the  audit  and  determinations  relating  to  military  pay  entitle¬ 
ments,  expenditures  and  accounting  procedures.  To  the  Treasury 
Department  in  connection  with  check  issurance;  the  the  Veterans 
Administration  in  regard  to  Disability  or  Severance  Pay  Entitle¬ 
ment,  the  Social  Security  Administration  for  FICA  Wage  reporting; 
the  Internal  Revenue  Service  and  state  and  local  tax  authorities  for 
computing  or  resolving  tax  liability.  To  the  American  Red  Cross, 
Navy  Relief  Society,  and  U.S.O.  for  personal  assistance  to  the 
member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Pay  records  which  are  maintained  manually  are  paper 
records  stored  in  wooden  or  metal  boxes.  Copies  of  closed  pay 
records  are  also  retained  on  micro-film,  microfiche  and  some  com¬ 
puter  print  outs.  Substantiating  pay  documents  are  paper  records 
stored  in  file  folders  and  file  cabinets.  Automated  recoids  support¬ 
ing  the  manual  pay  system  (e.g.  rates  and  amount  of  pay)  are  stored 
on  magnetic  tapes,  discs  and  on  punched  cards. 

RctrkvahiUty:  Manual  records  are  retrieved  by  last  name.  Auto¬ 
mated  records  by  social  security  number  and  name. 

Safeguards:  Outside  of  normal  workii^  hours,  manual  pay 
records  and  Personal  Financial  Records  with  Leave  and  Earnings 
Statements  included  are  secured  in  safes,  vaults  of  locked  cabinets. 
Substantiating  documents  and  microfilm^  records  are  retained  in 
unlocked  cabinets.  All  of  the  mentioned  records  are  also  within 
locked  rooms  or  buildings. 

Rctenthm  and  disposal:  Pay  records  are  retained  at  the  Navy 
Finance  Center  for  18  months  foUowi^  the  member’s  separation  or 
retirement  from  the  Navy  at  which  time  they  are  forwa^ed  to  the 
Federal  Records  Center.  Substantiating  documents  are  retained  for 
four  years  after  the  period  covered  by  the  account  at  which  time 
they  are  forwarded  to  the  Federal  Records  Center.  Micro-filmed 
copies  of  regularly  closed  pay  records  (semi-annually)  are  retained 
indefinitely.  Correspondence  of  a  routing  nature  relating  to  pay 
procedures  or  other  pay  information  is  retained  for  one  year. 

System  nuumgerfs)  and  address:  Comptroller  of  the  Navy,  Chief 
of  Naval  Personnel  and  Conunander,  Navy  Accounting  and 
Finance  Center,  commanding  officers  of  Navy  Regional  Finance 
Centers,  officers  in  charge  of  Navy  Finance  Offices,  commanding 
officers  of  units  with  disbursing  officers. 

NotificatkM  procedure:  Individuals  can  be  informed  of  any 
records  maintained  within  the  system  by  identifying  themselves  to 
the  local  command  disbursii^  officer.  The  member  may  identify 
himself  by  presenting  his  military  identification  card.  Former  mem¬ 
bers  may  request  information  from  the  Navy  Finance  Center, 
(Cleveland  by  providing  their  names,  social  security  numbers  and 
pay  grades. 
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PRIVACY  ACT  ISSUANCES 


Record  access  procedures:  Individuals,  properly  identified,  may 
request  any  information  pertaining  to  his  pay  from  his  local 
disbursing  officer.  If  the  requested  information  is  not  available  lo¬ 
cally,  the  disbursing  officer  will  obtain  the  information  from  other 
sources,  i.e.  member’s  previous  duty  stations  or  the  Navy  Finance 
Center,  Cleveland. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  individual's  cncemed  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Department  of  Defense  Military  Pay 
and  Allowances  Entitlements  Manual,  Navy  and  Marine  Corps 
Military  Pay  Procedures  Manual,  Navy  Pay  and  Personnel 
PriKedures  Manual,  Bureau  of  Naval  Personnel  Manual  and  the  in¬ 
dividual's  service  record  and  Bureau  of  Naval  Personnel  Manpower 
and  Personnel  Management  Iformation  System  (MAPMIS). 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N0003404 

System  name:  Joint  Uniform  Military  Pay  System  (JUMPS) 

System  location:  (Decentralized)  Navy  and  Marine  Corps 
disbursing  offices.  Navy  Finance  offices.  Navy  Regional  Finance 
Centers,  and  Navy  Finance  Center  which  are  identified  in  appendix 
B  of  Volume  IV,  Navy  Comptroller  Manual  andaddresses  which 
are  contained  in  the  directory  of  Department  of  the  Navy  mailing 
addresses. 

Categories  of  individuals  covered  by  the  system:  All  Navy  person¬ 
nel  on  active  duty 

Categories  of  records  in  the  system:  Individual  Leave  and 
Earnings  Statement,  Personal  Financial  Record,  substantiating 
documents  authorizing  credits  and  deductions  of  pay  entitlements 
and  withholding  of  Federal  income  tax  and  Service  Group  IJfe  In¬ 
surance,  Internal  Revenue  Forms  (W-2)  reporting  Feder^  income 
tax  withheld  and  Federal  Insurance  Contribution  Acts,  military 
money  list,  pay  receipts,  check  and  distribution  lists,  allotment 
documents  locator  files,  absentee  and  deserter  lists,  miscellaneous 
correspondence  requesting  or  providing  pay  information,  command¬ 
ing  officers  leave  lists,  micro-film  and  microfiche  records. 

Authority  for  maintenance  of  the  system:  Titles  10  and  37  U.S.C. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees, 
miUtary  and  civilian,  of  the  Department  of  the  Navy  in  the  per¬ 
formance  of  their  official  duties  relating  to  the  maintenance  and 
distribution  of  Leave  and  Earnings  Statements  and  the  determina¬ 
tion  and  audit  of  pay  entitlements,  computing,  paying  and  reporting 
payments,  determining  budgets  and  appropriation  requirements, 
commencing  and  terminating  allotments,  determining  amounts  sub¬ 
ject  to  fines,  forfeitures  or  detentions  of  pay  in  connection  with 
non-judical  punishment  and  courts  marti^,  distribution  of  pay 
checks.  The  Comptroller  General  or  any  of  his  authorized  represen¬ 
tatives  in  the  course  of  the  performance  of  duties  of  the  General 
Accounting  Office  in  the  audit  and  determinations  relating  to  milita¬ 
ry  pay  entitlements,  expenditures  and  accounting  procedures;  to  the 
Treasury  Department  in  connection  with  check  issuance,  the 
Veterans  Administration  in  reqard  to  Disability  or  Severance  Pay 
Entitlement,  the  Social  Security  Administration  for  FICA  Wage  re¬ 
porting;  the  Internal  Revenue  Service  and  state  and  local  tax 
authorities  for  computing  or  resolving  tax  liability.  To  the  American 
Red  Cross,  Navy  Relief  Society,  and  U.S.O.  for  personal  assistance 
to  the  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Personal  Financial  Records  containing  Leave  and 
Earnings  Statements,  which  are  paper  records,  are  stored  in 
wooden  or  metal  boxes  or  cabinets.  Copies  of  Leave  and  Earnings 
Statements  and  supporting  documents  are  stored  in  file  folders  and 
cabinets  or  on  micro-film  or  microfiche.  Automated  records  are 
stored  on  magnetic  tapes,  discs  and  punched  cards. 

Retrievability:  Automated  records  are  retrieved  by  social  security 
and  name  while  locally  maintained  records  and  documents  are 
retrieved  by  last  name. 

Safeguards:  Outside  of  normal  working  hours  Personal  Financial 
Records  with  Leave  and  Earnings  Statements  are  secured  in  safes, 
vaults  or  locked  cabinets.  Substantiating  documents  and 
microfilmed  records  are  retained  in  unlocked  cabinets.  All  of  the 
mentioned  records  are  also  within  locked  rooms  or  buildings. 


Rctentkm  and  disposal:  Personal  Financial  Records  containing  the  I 
six  most  recent  Leave  and  Earnings  Statements  are  retained  by  the  ■ 
disbursing  office  serving  the  command  to  which  the  member  is  as¬ 
signed.  Copies  of  substantiating  documents  are  retained  by  the  local 
command  for  four  years  after  the  period  covered  by  the  account  at 
which  time  they  are  forwarded  to  the  Federal  Records  Center.  A 
central  automated  file  is  maintained  for  all  active  duty  Navy  per¬ 
sonnel  at  the  Navy  Finance  Center,  Cleveland.  Following  a 
member's  separation  or  retirement  from  the  Navy,  the  memtwr’s 
Personal  Financial  Record  is  forwarded  to  the  central  site.  Navy  | 
Finance  Center,  Cleveland,  where  it  is  retained  for  approximately 
two  months  pending  individual  claims  and  is  then  forw^ed  to  the 
Federal  Records  Center.  The  members  Master  Pay  Account  is  ( 
retained  at  the  central  site  for  six  months  following  a  member's 
separation  or  retirement  at  which  time  it  is  purged  from  the  com¬ 
puter  file,  microfilmed  and  forwarded  to  the  Federal  Records 
Center.  Substantiating  documents  are  microfilmed  and  retained  at 
the  central  site  for  an  indefinite  period  while  the  paper  copy  is  for¬ 
warded  to  the  Federal  Records  Center  after  two  months. 

System  managcr(s)  and  address:  Comptroller  of  the  Navy,  Chief 
of  Naval  Personnel,  Conunander  Navy  Accounting  and  Finance 
Center,  Commanding  Officer  Navy  Finance  Center,  Commanding 
Officers  of  Navy  Regional  Finance  Centers,  Officers  in  Charge  of 
Navy  Finance  Offices  and  Commanding  Officers  of  activities  with 
disbursing  officers. 

Notification  procedure:  Individuals  can  be  informed  of  any 
records  maintained  within  the  system  by  identifying  themselves  to 
the  local  command  disbursing  officer.  The  member  may  identify 
himself  by  presenting  his  military  identification  card.  Former  mem¬ 
bers  may  request  information  from  the  Navy  Finance  Center, 
Cleveland. 

Record  access  procedures:  Individuals,  properly  identified,  may 
request  any  information  pertaining  to  his  pay  from  his  local 
disbursing  officer.  If  the  requested  information  is  not  available  lo¬ 
cally,  the  disbursing  officer  will  obtain  the  information  from  other 
sources,  i.e.  member’s  previous  duty  stations  or  the  Navy  Finance 
Center,  Cleveland. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  individuals  concerned  may  be  obtained  from  the 
SYSMANGER. 

Record  source  categories:  Department  of  Defense  Military  Pay 
and  Allowances  Entitlements  Manual,  Navy  and  Marine  Corps 
Military  Pay  Procedures  Manual,  Navy  Pay  and  Personnel 
Procedure  Manual,  Bureau  of  Naval  Personnel  Manual  and  the  in¬ 
dividuals  service  record  and  Bureau  of  Naval  Personnel  Manpower 
and  Personnel  Management  Information  System  (MAPMIS). 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N0003408 

System  name:  Midshipman  Pay  System 

System  location:  Primary  -  Superintendent,  Naval  Academy,  An¬ 
napolis,  MD  21402;  decentralized  segments  -  Commanding  Officer, 
Navy  Regional  Finance  Center,  Washington,  D.C.  20371,  Com¬ 
manding  Officer,  Navy  Finance  Center,  Cleveland,  OH  44199,  and 
Chief  of  Naval  Personnel  <Code  H-13),  Navy  Department, 
Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system:  Midshipmen  of 
the  U.S.  Naval  Academy,  Annapolis,  Maryland. 

Categories  of  records  in  the  system:  The  system  contains  auto¬ 
matic  SaXA  processing  pay  accounts  of  all  Naval  Academy  Midship¬ 
men.  Document  flow  is  controlled  by  use  of  a  Midshipmen  Payroll 
Change  form.  Controls  over  the  system  are  maintained  by  use  of  a 
MidsMpmen  Payroll  Control  Register.  Input  source  documents  in¬ 
clude  (I)  letter  authority  from  the  Superintendent  to  the  Midship¬ 
men  Pay  Offices  to  open  the  pay  (2)  documents  to  substantiate 
credits  of  advances  for  initial  doting  and  equipment  issues,  com¬ 
muted  rations,  refunds  for  clothing  tum-in,  and  discharge  payments 
(3)  letters  from  the  Commandant  of  Midshipmen  to  the  Midshipmen 
Pay  Officer  containing  listii^s  of  names  and  amounts  to  the 
checked  for  personnel  services  (4)  documents  to  substantiate 
checkages  for  liquidation  of  clothing  and  equipment  advances,  store 
bills  of  >nidshipmen  subscriptions  to  magazines,  musical  concerts, 
etc.,  and  (5)  required  deductions  for  Federal  Tax  and  FICA  Tax. 
Output  documents  include  printouts  of  (1)  Midshipmen  Monthly 
Pay  Accounts  (2)  Midshipmen  Debit  and  Credit  Explanation  Re¬ 
gister  and  (3)  ^dshipmen  Yearly  Pay  Account.  Payroll  money  lists 
which  substantiate  payments  made  and  travel  payment  vouchers 
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are  also  in  files.  Monthly  financial  returns  are  submitted  to  the 
Navy  Regional  Finance  Center.  Washington,  D.C.  for  consolidation 
with  the  accounts  of  that  office  and  are  then  forwarded  to  the 
Navy  Finance  Center  Cleveland,  Ohio  in  accordance  with 
procedures  prescribed  in  NAVCOMPT  Manual,  par.  048090.  Co- 

fiies,  of  the  financial  returns  are  therefore,  on  file  in  these  offices, 
n  addition,  copies  of  documents  supporting  Federal  Income  and 
FICA  Taxes  withheld  are  forwarded  to  the  Chief  of  Naval  Person¬ 
nel  (Code  H-13). 

Authority  for  maintenance  of  the  system:  National  Security  Act 
Amendments  of  1949  (10  U.S.C.  5060). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^rpose  -  To  accurately 
and  efficiently  maintain  the  pay  accounts  of  Naval  Academy  Mid¬ 
shipmen.  Category  of  users  -  Midshipmen  Pay  Officers  Navy  Re¬ 
gional  Finance  Center,  Washington,  D.C.,  Navy  Finance  Center, 
Cleveland,  Ohio,  Chief  of  Naval  Personnel,  Internal  Revenue  Ser¬ 
vice,  and  Social  Security  Administration.  Specific  uses  -  To  pay 
and  account  for  payments  and  collections  of  Naval  Academy  Mid¬ 
shipmen  which  are  charged  to  the  annual  appropriation  Military 
Personnel,  Navy  and  administered  by  the  chief  of  naval  personnel. 
To  the  American  Red  Cross,  Navy  Relief  Society,  and  U.S.O.  for 
personal  assistance  to  the  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Midshipmen  Pay  Office  -  Computer  print-buts.  ADP  Of¬ 
fice  -  Computer  magnetic  tapes. 

Retrievability:  Retrieved  by  Alfa  Codes  assigned  to  each  midship¬ 
men. 

Safeguards:  Only  Midshipmen  Disbursing  Office  personnel  are 
authorized  access  to  records  of  that  office.  Only  the  computer 
operations  are  authorized  access  to  the  computer  tapes.  The  com¬ 
puter  area  is  restricted  and  computer  tapes  are  locked  in  fireproof 
safes  when  not  in  use. 

Retention  and  disposal:  Pay  information  on  the  computer  tapes  is 
retained  for  30  days  and  the  tapes  are  then  reused.  Tapes  contain¬ 
ing  Federal  Income  Tax  and  FICA  Tax  information  are  retained  for 
1  year  until  the  required  reports  are  rendered.  The  tapes  are  then 
reused.  Retained  copies  of  Midshipmen  Pay  Office  forms  are 
disposed  of  as  follows:  1.  Midshipmen  Payroll  Control  Register  - 
retain  for  2  years  and  destroy.  2.  Midshipmen  Payroll  Change  - 
retain  for  6  months  and  destroy.  3.  Midshipmen  Monthly  Pay  Ac¬ 
count  -  retain  for  4  years,  from  admission  of  each  class  through 
month  following  its  graduation  and  destroy.  4.  Midshipmen  Debit 
and  Credit  Explanation  Register  -  same  as  3,  above.  5.  Midshipmen 
Yearly  Pay  Account  -  same  as  3,  above.  Other  disbursing  records 
and  financial  returns  are  retained  4  years  follow  period  covered  by 
the  account  and  transferred  to  the  Federal  Records  Center  in  ac¬ 
cordance  with  SECNAV  Instruction  P5212.5b. 

System  manager(s)  and  address:  Overall  policy  and  procedurs  - 
Comptroller  of  the  Navy;  primary  -  Superintendent,  Naval  Acade¬ 
my;  decentralized  segments  -  Commanding  Officer,  Navy  Regional 
Finance  Center,  Washington,  D.C.,  Commanding  Officer,  Navy 
Finance  Center,  Cleveland.  Ohio  and  Chief  of  Naval  Personnel 
(Code  H-13)  Washington,  D.C. 

Notification  procedure:  Individuals  can  be  informed  of  any 
records  maintained  in  the  system  by  identifying  themselves  to  Mid¬ 
shipmen  Pay  Office.  Meml^rs  must  present  his  identification  card 
to  obtain  requested  information. 

Record  access  procedures:  Midshipmen  are  issued  a  monthly 
earnings  statement.  All  information  concerning  credits  and 
checkages  of  pay  and  allowances  are  contained  in  the  statement. 
Additional  required  information  relative  to  miscellaneous  changes 
reflected  on  the  statement  may  be  obtained  from  the  individual 
Academy  activity  which  reported  the  changes  to  the  Midshipmen 
Pay  Office  upon  presentation  of  his  identification  card. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individuals  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Members  service  record  on  file  in  the 
Midshipmen  Personnel  Office  and  those  documents  contained  in 
RECORD-CATEGORY,  above. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N0003411 

System  name:  Travel  Pay  System 


System  location:  Decentralized,  maintained  by  Navy  disbursing 
offices;  a  list  is  available  from: 

Commander 

Navy  Accounting  and  Finance  Center  (NCF-3) 

Washington,  D.C.  20376 

Categories  of  individuals  covered  by  the  system:  Any  person, 
government  or  private,  who  submits  a  request  for  payment  of  a 
travel  advance  or  travel  claim  to  a  Navy  disbursing  office. 

Categories  of  records  in  the  system:  Public  vouchers;  substantiat¬ 
ing  documents  such  as  travel  orders  and  expense  receipts;  card  file 
or  log  book  utilized  to  control  receipt  and  disposition  of  travel 
claims;  suspense  files,  pay  adjustment  authorizations,  and  payroll 
checkages  utilized  for  control  and  follow-up  on  travel  advances; 
and  correspondence  relating  thereto. 

Authority  (or  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose:  To  reimburse 
travelers  for  travel  expenses  and  to  record,  account,  and  report  for 
government  funds.  User:  Navy  disbursing  offices.  Uses:  Provide  an 
Wstoric  file  and  audit  trail  for  travel  payments  made  by  the  Navy; 
provide  a  means  to  respond  to  inquiries  from  travelers  on  status  of 
claims;  control  travel  advances  to  insure  liquidation;  provide  a 
means  to  record,  account,  and  report  travel  expenditures;  provide  a 
means  for  collection  in  cases  of  overadvances;  provide  disclosure 
to  law  enforcement  or  investigatory  authorities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders;  index  cards  or  log  books. 

Retrievability:  Retrieved  by  disbursing  office  voucher  number  for 
paid  advances  and  claims;  retrieved  by  name  for  card  index  file  or 
log  book.  Information  in  disbursing  office  voucher  file  can  be 
retrieved  by  name  through  search  process  if  travel  dates  and/or 
travel  claim  submission  date  is  known. 

Safeguards:  Locked  cabinets  or  rooms,  with  building  or  military 
base  security.  Access  authorized  to  personnel  engaged  in  travel 
cl2um  processing,  supervisory  or  management  personnel,  and  in¬ 
spectors,  auditors,  investigators.  Travelers  are  authorized  access  to 
their  own  travel  records;  fund  administrators  are  authorized  access 
to  records  pertaining  to  their  own  funds. 

Retention  and  di.sposal:  Records  are  maintained  for  four  years. 
Records  may  be  moved  to  a  regional  Federal  Records  Center  de¬ 
pending  on  local  storage  capability.  No  standard  means  for  destruc¬ 
tion  exists. 

System  manager(s)  and  address:  Department  of  (Defense  Per 
Diem,  Travel,  and  Transportation  Allowance  Committee  prescribes 
regulations  in  the  Joint  Travel  Regulations;  records  maintained  are 
prescribed  by  the  Comptroller  of  the  Navy  in  its  Manual  (NAVSO 
P-1000);  a  list  of  Navy  disbursing  offices  is  maintained  by  the  Com¬ 
mander,  Navy  Accounting  and  Finance  Center  (NCF-3),  Washing¬ 
ton,  D.C.  20376. 

Notification  procedure:  If  the  individual  is  a  traveler  and  knows 
the  location  of  the  Navy  disbursing  office  processing  his/her  travel 
claim,  direct  contact  with  that  office  is  sufficient.  If  unknown,  or 
the  inquirer  is  not  a  traveler,  the  inquiry  should  be  submitted  to  the 
Commander,  Navy  Accounting  and  Finance  Center,  address  above. 
Requestor  should  provide  fuU  name,  social  security  number, 
whether  military  or  civilian,  and,  if  possible,  disbursing  office 
voucher  number,  dates  of  travel,  and  date  and  location  of  travel 
claim  or  travel  advance  submission.  An  individual  is  permitted  to 
visit  any  Navy  disbursing  office  to  which  he/she  has  submitted  an 
advance  or  claim.  Military  identification  card  or  civilian  identifica¬ 
tion  such  as  driver’s  license  is  sufficient. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Travel  advances  and  travel  claims  are 
filed  by  individuals  who  provide  information  on  themselves.  Sup¬ 
porting  documentation  is  obtained  from  employing  commands,  ser¬ 
vice  providers  (e.g.,  taxis  for  receipts),  and  Navy  disbursing  of¬ 
fices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N0003412 

System  name:  Commercial  Invoice  Payments  History  System 


FEDERAL  REGISTER,  VOL.  42,  NO.  188— WEDNESDAY,  SEPTEMBER  28,  1977 


51278 


PRIVACY  ACT  ISSUANCES 


Syatcm  locatioo:  Decentralized,  maintained  by  Navy  disbursing 
offices;  a  List  is  available  from: 

Commander 

Navy  Accountiiu  and  Finance  Center  (NCF-S) 

Washington.  D.C.  20376 

Categories  of  individuals  covered  by  the  system:  Any  individual, 

Sovemment  or  private,  who  submits  a  r^uest  for  payment  to  Navy 
isbursing  offices  for  goods  and/or  services  rendered. 

Categories  of  records  in  the  system:  Public  vouchers;  substantiat¬ 
ing  documents  such  as  invoices,  receipt  documents,  inspection  re¬ 
ports,  procurement  instruments,  contract  index  files,  assigiunent 
documents,  machine  listings,  government  bills  of  lading,  transporta¬ 
tion  requests,  meal  tickets;  magnetic  tape,  disk  files,  roll  microfilm, 
microfiche;  and  related  correspondence  files. 

Authority  for  maintenance  of  the  system:  5  USC  301  Department 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose:  To  provide  a 
record  of  all  disbursements  made  on  commercial  invoices  by  Navy 
disbursing  offices.  User:  Navy  disbursing  offices.  Uses:  PlDvides 
an  audit  trail  of  commercial  invoice  payments  made  by  the  Navy; 
provides  a  means  to  respond  to  inquiries  from  individu^s  on  status 
of  invoices  and  contracts;  provides  a  means  of  detecting  and 
precluding  duplicate  payments;  provides  disclosure  to  law  eidorce- 
ment  and  investigatory  authorities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders;  computer  magnetic  tapes; 
roll  microfilm,  microfiche. 

Retrievability:  Retrieved  by  disbursing  office  voucher  number  for 
paid  invoices;  retrieved  by  procurement  instrument  identification 
number  for  contractors  by  contract  index  cards;  retrieved  by  name 
of  individual  from  machine  listings.  Information  in  disbursing  office 
voucher  file  and  microfilm/microfiche  can  be  retrieved  by  name 
through  search  process  if  billing/submission  date  is  known. 

Safeguards:  Locked  cabinets  or  rooms,  with  building  or  military 
base  security.  Access  authorized  to  designated  personnel  engaged 
in  commercial  invoice  processing,  supervisory  or  management  per¬ 
sonnel,  and  inspectors,  auditors,  investigators.  Individuals  are 
authorized  access  to  their  own  payment  history  file;  fund  adminis¬ 
trators  are  authorized  access  to  records  pertaining  to  their  own 
funds. 

Retention  and  disposal:  Records  are  maintained  for  four  years. 
Records  may  be  moved  to  a  regional  Federal  Records  Center  de¬ 
pending  on  local  storage  capability.  No  standard  means  for  destruc¬ 
tion  exists. 

System  managerfs)  and  address:  Commercial  invoice  payment  his¬ 
tory  requirements  are  prescribed  by  the  Comptroller  of  the  Navy  in 
its  Manual  (NAVSO  P-1000);  a  list  of  Navy  disbursing  offices 
authorized  to  pay  invoices  can  be  obtained  from  the  Commander, 
Navy  Accounting  and  Finance  Center  (NCF-5),  Washington  D.C. 
20376. 

Notification  procedure:  If  the  individual  knows  the  location  of  the 
Navy  disbursing  office  holding  his/her  invoice  payment  history, 
direct  contact  with  that  office  is  sufticient.  If  location  is  unknown, 
the  inquiry  should  be  directed  to  the  Commander,  Navy  Account¬ 
ing  and  Finance  Center,  address  above.  Inquirer  should  provide  full 
name,  social  security  number,  whether  military  or  civilam,  contract 
or  purchase  order  number  and,  if  possible,  disbursing  office 
voucher  number,  invoice  date,  number  and  amount.  An  individual 
is  permitted  to  visit  any  Navy  disbursing  office  to  which  he/she  has 
submitted  an  invoice  for  payment.  Identification  should  include 
military  identification  card,  civilian  identification  such  as  driver’s 
license  and  company  or  agency  affiliation.  Access  to  classified  con¬ 
tracts  requires  coidirmation  of  security  clearance  and  need  to 
know. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Commercial  invoices  are  filed  by  in¬ 
dividuals  who  provide  information  on  themselves.  Supporting  docu¬ 
mentation  is  obtained  from  employing  company,  material/service 
providers  and  receivers  and  Navy  disbursing  offices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


N00037  CNM  (MAT  09G1) 

System  name:  Investigatory  (Fraud  System) 

System  location:  Chief  of  Naval  Material,  Navy  Department, 
Washington,  D.C.  20360 

Categories  of  individuals  covered  by  the  system:  Individuals 
suspected  of  fraud,  convicted  of  fraud  in  Navy  procurement,  in¬ 
dividuals  suspected  of  being  involved  in  theft  of  Govenunent  pro¬ 
perty,  conflict  of  interest  in  matters  relative  to  Navy  procurement. 

Names  of  individuals  involved  in  areas  of  possible  criminal 
misconduct  pertaining  to  procurement  and  related  matters  within 
the  cognizance  of  Cl^. 

Categortes  of  records  in  the  system:  1.  Administrative  memoranda 

2.  Investigative  report  summaries 

3.  Report  of  disciplinary  action  taken 

4.  Canl  index  file,  containing  only  the  name  and  file  number.  It  is 
used  for  report  retrieval  purposes. 

5.  Pertinent  public  court  records. 

Authority  for  maintenance  of  the  system:  Title  S,  U.S.  Code,  Sec¬ 
tion  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Uses  are  to  disseminate 
information  on  procurement  fraud  and  related  matters  to  the  offi¬ 
cials  in  the  Department  of  the  Navy  to  assure  that  they  are  notified 
in  fraud  cases.  To  request  official  investigations,  audits,  to  respond 
to  congressional  inquiries  and  to  request  reports  of  final  action 
taken.  Internal  users  are  subordinate  officials  to  the  CNM,  CNO, 
SECNAV  and  ASN.  Documents  furnished  to  Department  of  Justice 
to  be  used  in  prosecutive  actions.  Reports  are  also  used  in  connec¬ 
tion  with  debarment/  suspension  actions  and  require  notification 
D/A,  AF,  DSA,  GSA,  Defense  Nuclear  Agency,  MARCORPS  and 
DCAA. 

Referrals  to  NIS  (law  enforcement) 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  index  cards. 

Retrievability:  By  Name  and  Numerical  Number 

Safeguards:  Access  is  limited  to  MAT  09G  personnel.  Files  are 
stored  in  a  locked  bar  cabinet.  The  area  is  sight  controlled  during 
normal  work  hours  and  locked  during  non  duty  hours.  Building  ac¬ 
cess  is  controlled  during  security  hours  by  a  Security  Force,  which 
also  conducts  roving  patrols  of  the  building. 

Retention  and  disposal:  Files  are  kept  for  three  years  after  final 
action  is  taken. 

System  numagerfs)  and  address:  Chief  of  Naval  Material  Deputy 
Inspector  General  (Investigations)  NAVMAT  09G1  Crystal  I^za 
Bldg.  5,  Rm  422  Washington  D.C.  20360 

Notification  procedure:  Written  request  to: 

CTuef  of  Naval  Material 
ATTN:  Deputy  IG  (Investigations) 

MAT09G1,CP5,  Rm422 

Washington,  D.C.  20360  giviiig  full  name,  address,  social 
security  number  and  business  affiliation. 

Requester  may  visit,  after  written  visit  notification. 

Chief  of  Naval  Material 
Deputy  IG  (Investigations) 

MAT09G1,CP  5,  Rm422 

Washington,  D.C.  20360  between  the  hours  of  0900-1500. 
Requestor  must  show  proof  of  identity  consisting  of  drivers 
license  or  ED  containing  photograph.  Military  ID  card,  etc. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agencies  Rules  for  contesting 
contents  and  appeali^  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (^tain^  from  the  System  Manager. 

Record  source  categories:  l^w  enforcement  investigative  reports. 
Audit  Reports,  Inspection  reports,  credit  reports  and  complainants. 

Systems  exempted  from  certain  provishms  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  SS2  a  (j)  or  (k),  as  applica¬ 
ble.  For  ad^tional  information  contact  the  System  Manager. 

N00037  NAVWUlS 

System  name:  NAVY  WORK  UNIT  INFORMATION  SYSTEM 

System  location:  Defense  Documentation  Center  Cameron  Station 
Alexandria,  VA  22314 
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Categories  of  individuals  covered  by  the  system:  Includes  name, 
telephone  number  organization  and  organization  mailing  address  of 
the  principal  investigator,  associate  investigators  and  responsible  in¬ 
dividual  for  each  Navy  research  and  development  work  unit  done 
by  Naval  activities  or  by  civilian  organizations. 

Calories  of  records  in  the  system:  The  system  contains  the  data 
submitted  on  a  DD  Form  1498  (Research  and  Technology  Work 
Unit  Summary)  for  each  Navy  work  unit.  The  data  includes  the  fol¬ 
lowing  items  pertaining  to  the  work:  security  classification,  funding 
source,  accession  number,  summary  date,  start  and  completion 
dates,  title,  description  (technical  objective,  approach,  and 
progress),  contract  data,  resource  data,  scientific  and  technological 
areas  and  keywords. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Navy  activities  con¬ 
cerned  with  research,  development,  test  and  evaluation,  all  other 
government  agencies,  all  parts  of  the  legislative  branch  of  govern¬ 
ment  and  registered  contractors  can  obtain  information  from  the 
system  operated  by  the  Defense  Documentation  Center.  Informa¬ 
tion  available  is  used  to; 

a.  Identify  on-going  DOD  research  and  technology  in  any  scien¬ 
tific  discipline  or  technology  area. 

b.  Coordinate  programs  easily  with  other  DOD  components  and 
other  agencies  to  eliminate  undesirable  overlap  of  effort. 

c.  Determine  whether  specific  areas  of  endeavor  adequately 
reflect  DOD  policy  guidance. 

d.  Determine  the  approach  and  current  status  of  technical  efforts. 

e.  Identify  scientists  or  engineers  who  are  working  in  technical 
areas  of  interest  so  they  can  be  contacted  for  further  technical  in¬ 
formation;  and 

f.  Maintain  current  awareness  through  periodic  review  of 
progress  statements  in  pertinent  work  units. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  computer  readable  form  at 
the  Defense  Documentation  Center  and  as  paper  files  at  user  or¬ 
ganizations. 

Retrievability:  Information  retrievable  by  individual  name,  or¬ 
ganization,  address,  technical  area,  sponsoring  activity,  keywords, 
source  of  funds  and  most  items  listed  under  Record  category. 

Safeguards:  Access  to  Defense  Documentation  Center  records 
restricted  to  government  and  civilian  organi7.ations  registered  for 
service.  Civilian  organizations  must  be  sponsored  by  government 
organizations.  Classified  output  is  kept  in  safes,  vaults  and  locked 
cabinets. 

Retention  and  disposal:  The  Defense  Documentation  Center 
records  arc  updated  at  least  annually  for  active  work  and  are 
retained  for  completed  and  terminated  work. 

System  manager(s)  and  address:  Chief  of  Naval  Material  (MAT 
63T2)  Navy  Department  Washington,  D.C.  20360 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  contacting  the 
SYSMANAGER  in  writing.  The  individual  must  provide  his  full 
name  and  organizational  affiliations  for  the  time  period  to  be 
checked.  Individuals  can  visit  the  SYSMANAGER  to  make  the 
determination  and  will  be  required  to  show  proof  of  identity  pro¬ 
vided  by  their  employer. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Navy  activities  performing  research  and 
technology  work  units  or  responsible  for  research  and  technology 
work  done  by  contractors  and  grantees. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00037  R&D  PLANNING 

System  name:  NAVY  RESEARCH  AND  DEVELOPMENT 
PLANNING  SUMMARY  (DD-1634)  SYSTEM 

System  location:  Defense  Documentation  Centet  Cameron  Station 
Alexandria,  VA  22314 

Categories  of  individuals  covered  by  the  system:  Includes  name, 
telephone  number,  organization  and  organization  mailing  address  of 


the  responsible  individual  for  each  Navy  research  and  development 
project  or  task  area. 

Categories  of  records  in  the  system:  The  system  contains  the  data 
submitted  on  a  DD  Form  1634  (Research  and  Development 
Planning  Summary)  for  each  project  and  task  area.  The  data  in¬ 
cludes  the  following  items:  accesssion  number,  date  of  summ^, 
security  classification,  program  identification,  title,  responsible 
DOD  organization,  start  and  completion  dates,  resource  estimates, 
scientific  and  technical  areas  and  description  of  the  work 
(objective,  approach,  plans,  progress  and  accomplislunents). 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Navy  activities  con¬ 
cerned  with  research,  development,  test  and  evaluation,  and  all 
other  Dept,  of  Defense  agencies  can  obtain  information  from  the 
system  operated  by  the  Defense  Documentation  Center.  Informa¬ 
tion  available  is  used  to:  a.  Identify  planned  DOD  research  and 
technology  in  any  scientific  discipline  or  technology  area  for  the 
current  and  next  two  fiscal  years,  b.  Coordinate  programs  easily 
with  other  DOD  components  to  eliminate  undesirable  overlap  of  ef¬ 
fort;  and  c.  Identify  responsible  individuals  in  technical  areas  of  in- 
trest  so  they  can  be  contacted  for  further  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  computer  readable  form  at 
the  Defense  E)ocumentation  Center  and  as  paper  files  at  user  or¬ 
ganizations. 

Retrievability:  Information  retrievable  by  individual  name,  or¬ 
ganization,  technical  area,  project  number,  task  area  number, 
source  Of  funds  and  most  items  listed  under  Record  category. 

Safeguards:  Access  to  E)efense  Documentation  Center  DD-1634 
records  is  restricted  to  Dept,  of  E)efense  organizations  registered 
for  service.  Classified  output  is  kept  in  safes,  vaults  and  locked 
cabinets. 

Retention  and  disposal:  The  Defense  Documentation  Center 
records  are  held  for  an  indefinite  period.  New  descriptions  are 
added  annually  in  May  and  may  be  updated  in  September. 

System  managerfs)  and  address:  Chief  of  Naval  Material  (MAT 
03T2)  Navy  Department  Washington  D.C.  20360 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  contacting  the 
SYSMANAGER  in  writing.  The  individual  must  provide  his  full 
name  and  organizational  affiliations  for  the  time  period  to  be 
checked.  Individuals  can  visit  the  SYSMANAGER  to  make  the 
determination  and  will  be  required  to  show  proof  of  indentity  pro¬ 
vided  by  their  employer. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Navy  activities  responsible  for  research 
and  development  program  planning. 

SystenLs  exempted  from  certain  provisions  of  the  act:  NONE 
N00037  TECH  REPORTS 

System  name:  NAVY  TECHNICAL  REPORTS  SYSTEM 

System  location:  Defense  Documentation  Center  Cameron  Station 
Alexandria,  VA  22314 

Categories  of  individuals  covered  by  the  system:  Includes  name, 
organization  and  organizaton  address  for  the  author  or  authors  of 
each  research  and  development  report  by  a  Naval  activity  or  by  a 
Navy  contractor  or  grantee. 

Calories  of  records  in  the  system:  The  system  contains  the  data 
submitted  on  a  DD  Form  1473  (Report  Documentation  Page)  for 
each  Navy  sponsored  report.  The  data  includes  the  following  items 
pertaining  to  the  report:  Security  classifications,  accession  number, 
report  date,  title,  abstract,  sponsor  identification,  contract  number, 
scientific  and  technological  areas  and  keywords. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  includi^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Navy  activities  con¬ 
cerned  with  research,  development,  test  and  evaluation,  all  other 
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govenunent  ^encies,  all  parts  of  the  le^slative  branch  of  govern¬ 
ment  and  registered  contractors  can  obtain  report  information  from 
the  system  operated  by  the  Defense  Documentation  Center.  The  re¬ 
ports  are  used  to: 

a.  Identify  DOD  research  and  technology  results  in  any  scientific 
discipline  or  technology  area. 

b.  Monitor  programs  of  DOD  components  and  other  agencies  to 
locate  technical  efforts  applicable  to  current  problems. 

c.  Determine  the  approaches  and  results  of  different  technical  ef¬ 
forts. 

d.  Identify  scientists  or  engineers  who  are  working  in  technical 
areas  of  interest  so  they  can  be  contacted  for  further  technical  in¬ 
formation;  and 

e.  Maintain  awareness  of  progress  through  periodic  review  of 
current  technical  literature. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

StoTMc:  Records  are  maintained  in  computer  readable  form  at 
the  De^nse  Documentation  Center  and  as  paper  files  at  user  or¬ 
ganizations. 

Retricvability:  Information  retrievable  by  individual  name,  or¬ 
ganization,  technical  area,  sponsoring  activity,  keywords,  and  most 
items  listed  under  Record  category. 

Safeguards:  Access  to  Defense  Documentation  Center  records 
restricted  to  government  and  civilian  organizations  registered  for 
service.  Civilian  organizations  must  be  sponsored  by  government 
organizatons.  Classified  output  is  kept  in  safes,  vaults  and  locked 
cabinets. 

Retentioa  and  disposal:  The  Defense  Documentation  Center 
records  for  technical  reports  are  maintained  indefinitely. 

System  manageits)  and  address:  Chief  of  Naval  Material  (MAT 
63T2)  Navy  Department  Washington,  D.C.  20360 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  contacting  the 
SYSMANAGER  in  writing.  The  individual  must  provide  his  full 
name  and  organizational  affiliations  for  the  time  period  to  be 
•  checked.  Individuals  can  visit  the  SYSMANAGER  to  make  the 
determination  and  will  be  required  to  show  proof  of  identity  pro¬ 
vided  by  their  employer. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appea^g  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Navy  activities  performing  research  and 
technology  work  and  Navy  research  and  technology  contractors 
and  grantees. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00039  CONTFLDSERV 
System  name:  Contract  Field  Service  File 

System  location:  Commander  Naval  Electronic  Systems  Com¬ 
mand  Washington,  D.C.  20360 

Categories  of  individuals  covered  by  the  system:  Contractor 
representatives  (engineers/technicians) 

Categories  of  records  in  the  system:  NAVELEX  4603  maintains  a 
contractor  field  engineer  file  system  by  name  and  company.  The 
only  personal  information  contained  in  these  files  are  security 
clearance  information  (degree,  date  cleared,  by  whom),  date  and 
place  of  birth,  and  social  security  number.  Contract  services 
requests  and  authorizations. 

Authority  (or  maintenance  of  the  system:  S  USC  301,  Departmen¬ 
tal  Regulation 

Routine  uses  at  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  Uie 
system  is  used  for  notifying  ships,  shipyards,  supships,  other  Navy 
activities  and  some  contractor  plants  of  reporting  engineers  security 
information  for  tech  assists.  Internal  users  other  than  4603  are  cog¬ 
nizant  engineers. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  The  files  are  filed  by  company  and  name. 

Safeguards:  The  files  are  located  in  a  locked  cabinet.  When  the 
cabinet  is  open,  personnel  is  in  the  room  at  all  times.  Normally  no 


other  people  have  access  to  these  files.  The  only  ones  that  could 
have  access  based  upon  a  need  to  know  are  the  cognizant  engineers 
and  the  contractor  representatives  may  review  their  own  personal 
jacket.  ELEX  4603  personnel  must  remove  records  from  cabinets. 

Retentioa  and  disposal:  The  records  are  retained  as  long  as  the 
engineer  is  employed  by  the  company,  then  the  records  are  trans¬ 
ferred  to  Archives  for  the  standard  retention  period. 

System  manager(s)  and  address:  Contract  Services  Coordinator, 
ELEX  4603 

Notificatioa  procedure:  Request  must  be  made  to  system  manager 
ELEX  4603.  Requestor  must  provide  full  name,  social  security 
number  and  photo  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  c^tain^  from  the  system  manager. 

Record  source  categories:  The  source  of  information  is  from  the 
contractor  representatives  (engineers/  technicians)  employers. 

Systrais  exempted  from  certain  provisions  of  the  act:  None 
N00060  CUBEX 

System  name:  List  of  Cuban  Exile  Families  at  U.S.  Naval  Base 

Guantanamo  Bay,  Cuba 

System  iocatioa:  Commander  in  Chief.  U.  S.  Atlantic  Fleet  (N94), 
Norfolk,  Virginia  23S11 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees  at  U.S.  Naval  Base  Guantanamo  Bay,  (Duba,  who  are 
Cuban  exiles. 

Categories  of  records  in  the  system:  Listing  contains: 

(a)  Name  of  Head  of  Household 

(b)  Number  of  Dependents 

(c)  Age  of  Head  of  Household 

(d)  Data  on  who  possesses  an  alien  registration  card 

(e)  Date  when  heiul  of  household  and  dependents  depart 
GITMO. 

(f)  Destination  of  departing  exiles.  U.S.  or  third  country 

(g)  Information  copy  of  miscellaneous  information  provided  by 
COMNAVBASE  GITMO  to  Health.  EducaUon  and  Welfare, 
and  Naturalization  and  Immigration  Service  for  relocation 
arrai^ments  and  assistance.  (This  information  being 
provided  under  Provisions  of  Privacy  Act  by  HEW.) 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  iiKiuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Users  -  CIN- 
CLANTFLT,  COMNAVBASE  GITMO.  NAS  GITMO,  NAVSTA 
GITMO,  CNO,  HEW,  Immigration  and  Naturalization  Service 

Uses  -  Ascertains  base  loading  and  requirements  for  relocation  of 
aging  alien  work  force  for  relocation  to  U.S.  or  third  coimtry; 
determination  of  who  holds  ARC’S  and  to  encourage  those  without 
ARC’S  to  obtain  same  to  facilitate  departure  from  GITMO,  and 
statistical  purposes.  Once  a  Cuban  exile  enters  U.S.  as  an  alien,  in¬ 
formation  is  retained  as  to  location  in  u.S.  All  entries  are  used  by 
CINCLANTFLT  primarily  for  statistical  and  planning  purposes  re¬ 
lated  to  above.  NOTE:  When  these  non-citizens  enter  U.S.  as 
aliens,  they  fall  urtder  the  Privacy  Act. 

Polides  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  Folders 

Retrievability:  Manual  effort  by  Head  of  Household  name 

Safeguards:  Files  located  in  controlled  area,  in  locked  safe.  Ac¬ 
cess  based  on  need  to  know  -  official  use  only. 

Retentioa  and  disposal:  Records  will  be  maintained  as  long  as 
there  are  Cuban  exiles  at  Guantanamo  Bay,  Cuba.  When  all  exiles 
have  departed  or  situation  changes  between  U.S.  and  Cuba,  files 
may  be  destroyed  depending  on  situation. 

System  managerfs)  and  address:  Financial  Management  Officer, 
Shore  Activities  Readiness  Division,  CINCLANTFLT,  Norfolk, 
Virginia  2351 1 

Notificatioa  procedure:  Letters  of  inquiry  should  be  addressed  to 
Sysmanager  noted  above  and  contain  sufficient  information  to 
identify  sender.  Information  should  include  employment  dates  of 
head  of  household  while  employed  at  GITMO,  activity  employed 
by,  ARC  number  and  names  and  location  of  dependents. 
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Personal  Visit  -  Personal  contacts  with  Cuban  exiles  not  normally 
envisioned.  However,  any  personal  contacts  with  Sysmanager  wiU 
be  at  CINCLANTFLT  Compound,  Building  3  North,  Room  206. 
Provide  adequate  identification  such  as  drivers  license,  ARC  and  be 
prepared  to  answer  same  questions  required  by  tetter  inquiry. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Source  of  information  derived  from  of¬ 
ficial  civilian  personnel  folders  and  direct  query  of  Cuban  exiles. 
Information  provided  CINCLANTFLT  by  COMNAVBASE, 
GITMO. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE  > 
N00062  INSGEN 

System  name:  Naval  Educational  Development 
System  location:  Chief  of  Naval  Education  and  Training  Naval 
Air  Station  Pensacola,  FL  32508 

Category  of  individuals  covered  by  the  system:  Formal/Informal 
investigations,  inquiries  conducted  as  directed  by  CNET  and  higher 
authonty 

Catholics  of  records  in  the  system:  Reports  of  investigations, 
inquiries 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Results  reported  to 
requesting  authority.  Files  are  then  stored  until  time  for  disposal  in 
accordance  with  Records  Disposal  Instructions 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 

Retrievahility:  Name,  grade,  title,  position 

Safeguards:  Stowed  in  3-tumbler  safe;  access  to  authorized  per¬ 
sonnel  only 

Retention  and  disposal:  Per  Records  Disposal  Instructions 
System  managerfs)  and  address:  Staff  Inspector  General  and  his 
immediate  staff 

Notification  procedure:  Information  is  available  to  individuals  but 
is  restricted  to  the  extent  that  the  source  of  the  information  is  not 
revealed. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Multitude  of  sources  as  determined  by 
the  scope  of  the  investigation,  inquiry. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00062  LORR  1130 

System  name:  Low  Quality  Recruiting  Report  (CNEIT  Report  1130- 

1) 

System  location:  ,Chief  of  Naval  Education  and  Training  Naval 
Air  Station  Pensacola,  FL  32S08 

Categories  of  individuals  covered  by  the  system:  Reports  of  en¬ 
listed  performance 

Categories  of  records  in  the  system:  Reports  of  performance 
Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Navy 
Recruiting  Command  and  the  Chief  of  Naval  Education  and  Train¬ 
ing,  Chief  of  Naval  Technical  Training,  and  the  Recruit  Training 
Center  to  evaluate  the  quality  of  recruits  with  a  view  towards  im¬ 
provement  of  recruitment  and  training. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  Folder 

Retrievahility:  Random  filing  by  submitting  activity 
Safeguards:  Maintained  in  locked  safe  in  controlled  building 
Retentkm  and  disposal:  Two  years 

System  managerfs)  and  address:  Commander  Navy  Recruiting 
Command 


Notification  procedure:  By  individual  request  upon  presentation  of 
letter  or  identification.  Must  provide  program  and  name. 

Record  access  procedures:  The  ageiKy’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (^tain^  from  the  System  Manager. 

Record  source  categories:  Service  Record  entries.  Commanding 
Officers  performance  evaluations 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N00062  NEDRECS 

System  name:  Naval  Educational  Development  Records. 

System  location:  Chief  of  Naval  Education  and  Training  Naval 
Air  Station  Pensacola.  FL  32508 

Categories  of  individuals  covered  by  the  system:  Applications,  par¬ 
ticipants,  graduates  and  staff  of  officer  acquisition,  professional 
development.  Navy  Youth,  dependents’  education  (Atlantic),  and 
Non-Traditional  Education  Support  programs. 

Categories  of  records  in  the  system:  Applications,  biographical  in¬ 
formation,  student  records  and  reports  of  performance,  graduation, 
and  disenroUment. 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Naval  Educa¬ 
tional  Development  staff  members,  selection  boards.  Bureau  of 
Naval  Personnel  and  Navy  media  for  selection,  student  monitoring, 
and  utilization  of  graduates. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  and  punched  cards. 

Retrievahility:  Name  and  SSN 

Safeguards:  Locked  buildings  and  access  only  to  authorized  per¬ 
sonnel. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual 
System  managerfs)  and  address:  Director  of  Naval  Educational 
Development  location  section) 

Notification  proc^ure:  By  individual  request  upon  presentation  of 
letter  of  identification.  Must  provide  program  and  name. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  c^tain^  from  the  system  manager. 

Record  source  categories:  Individual  applications,  selection  board 
proceedings,  transcripts,  and  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00062  NROTC 

System  name:  NROTC  Educational  Development  Records 
System  location:  Chief  of  Naval  Education  and  Training  Naval 
Air  Station  Pensacola,  FL  32508 

Categories  of  individuals  covered  by  the  system:  NROTC  Scholar¬ 
ship  Candidate  Placement  Records,  NROTC  Student  Attrition 
Records,  NROTC  Student  Jackets,  Applications  for  NROTC  Pro¬ 
gram,  Conunanding  Officers  and  Executive  Officers  of  NROTC 
units. 

Categories  of  records  in  the  system:  Information  concerning  stu¬ 
dents  selected  as  principal  and  alternate  candidates  for  NROTC 
scholarship.  Contains  name,  SSN,  address,  telephone  number, 
academic  scores,  medical  qualification,  race,  aind  sex. 

Reports  of  disenroUment,  appointment  to  commissioned  status, 
and  non-  selection  as  an  appUcant  for  the  NROTC  program. 

Student  records  containing  enlistment  cntract,  service  agreement, 
officer  candidate  training  application,  evidence  of  citizenship,  birth 
certificate,  reports  of  medical  qualification,  aptitude  for  naval  ser¬ 
vice  evaluations,  academic  records,  personal  history  information, 
report  of  security  clearances  granted,  special  request,  and  action  of 
boards  concerni^  these  specid  request. 

AppUcation  file  consisting  of  officer  candidate  training  request, 
service  agreement,  reimrt  of  medical  qualification,  evidence  of 
citizenship,  personal  history,  interviewers’  appraisal  sheets,  and 
academic  records. 

Officer  Biography  Sheet  (NAVPERS  979) 

Authority  for  maintenance  of  the  system:  5  USC  301 
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Roudnc  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  o(  nsers  and  the  purposes  ol  such  uses:  Assignment  of  scholar¬ 
ship  selectees  to  various  NROTC  hosted  institutions. 

Provides  reference  to  individuals’s  attrition  from  the  NROTC 
program. 

Provides  program  manager  with  information  to  determine  stu¬ 
dents  eligibuity  for  continuation  in  program  and  eventual  commis¬ 
sioning  as  naval  officer.  Information  also  used  by  Chief  of  Naval 
Personnel,  Commander  Navy  Recruiting  Command  and  Comman¬ 
dant  of  the  Marine  Corps. 

Determine  applicants  eligibility  for  enrollment  in  NROTC  pro¬ 
gram. 

Assistance  in  preparing  Fitness  Reports,  award  recommenda¬ 
tions,  TAD  assignments  in  conjunction  with  summer  training  and 
preparing  background  information  for  Flag  and  high  government  of- 
ficiid  visits  to  the  NROTC  unit.  ^ 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  index  cards,  and  notebook 
Retrievahility:  Name,  SSN,  and  NROTC  unit. 

Safeguards:  Secured  room  and  building.  Access  to  information  to 
authorized  persoimel  only. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 
System  manager(s)  and  address:  NROTC,  CNET,  NAS,  Pen¬ 
sacola,  FL. 

Notification  procedure:  Call  or  write  system  manager  listed  above. 
Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Individual  concerned,  CHNAVPERS, 
COMNAVCRUrrCOM,  and  NROTC  unit. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00063CDP 

System  name:  Career  Development  Program  for  Communicators 
System  location:  Commander  Naval  Telecommunications  Com¬ 
mand  Naval  Telecommunications  Command  (NAVTELCOM) 
Headquarters  4401  Massachusetts  Avenue,  N.W.  Washington,  D.C. 
20390 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees  of  NAVTELCOM  in  GS-393  series 
Categories  of  records  in  the  system:  Questionnaire  completed  by 
employees  giving  name,  duty,  work  and  education  experience,  birth 
date,  grade  level,  telephone  number  (work) 

Authority  for  maintenance  of  the  system:  S  USC  301,  Departmen¬ 
tal  regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  system  managers  of 
NAVTELCOM  for  implementing  and  managing  the  Career 
Development  Program,  Navy  Office  of  Civilian  Manpower  Manage¬ 
ment  similarly;  I^fense  Department  similarly;  Civil  Service  Com¬ 
mission  similarly; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 
Retrievahility:  Name 
Safeguards:  Safes  and  vaults 

Retention  and  disposal:  Records  destroyed  by  burning  upon 
separation  of  employee 

System  manager(s)  and  address:  Commander  Naval  Telecommuni¬ 
cations  Commmtd  4401  Massachusetts  Avenue,  N.W.  Washington, 
D.C.  20390  Civilian  Manpower  Coordinator,  NAVTELCOM,  same 
address 

Notification  procedure:  Provide  name  to  Civilian  Manpower  Coor¬ 
dinator,  address  above.  Room  138,  with  routine  ID  card,  driver’s 
license,  etc. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Questionnaire  completed  by  employee 


Systems  exempted  from  certain  provisions  of  the  act:  None 
N00063FTAR 

System  name:  Field  Training  Assistance  Representatives  (FTAR) 
File 

System  location:  Commander  Naval  Telecommunications  Com¬ 
mand  Naval  Telecommunications  Command  (NAVTELCOM) 
Headquarters  4401  Massachusetts  Avenue,  N.W.,  Washington,  D.C. 
20390 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  NAVTELCOM  especially  designated  to  provide  techni¬ 
cal  training  assistance  to  NAVTELCOM  field  activities. 

Categories  of  records  in  the  system:  Name,  grade,  position,  duty 
station,  reports  of  training  conducted,  evaluations  of  performance, 
schedules  of  employment,  work  and  education  history,  official  cor¬ 
respondence  from  field  commanding  officers. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  NAVTELCOM 
executives  in  managing  FTAR  program,  for  up-dating  FTAR  train¬ 
ing.  reassigning  FTARs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 
Retrievahility:  Name 
Safeguards:  Safes  and  vaults 

Retention  and  disposal:  Retained  indefinitely  for  historical  pur¬ 
poses. 

System  maiiager(s)  and  address:  Conunander  Naval  Telecommuni¬ 
cations  Command  4401  Massachusetts  Avenue,  N.W.,  Washington, 
D.C.  20390  Director  Resources,  NAVTELCOM,  same  address 
Notification  procedure:  Provide  name  to  Director  Resources,  ad¬ 
dress  above.  Room  139,  with  routine  ID  card,  drivers  license,  etc. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  System  Manager. 

Record  source  categories:  Applications  for  employment,  official 
civilian  personnel  jacket,  officiid  Navy  orders  to  temporary  duty, 
official  correspondence  from  employee  and  field  commanding  of¬ 
ficers 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00063NC09PS 

System  name:  Personnel  Information  System 
System  location:  Commander  Naval  Telecommunications  Com¬ 
mand  Naval  Telecommunications  Command  Headquarters  4401 
Massachusetts  Avenue  Washington  D.C.  20390 
Categories  of  individuals  covered  by  the  system:  Military  and 
civilian  employees 

Categories  of  records  in  the  system:  Civilian  Records;  Military 
Personnel  Records;  Personnel  Security  Information 
Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Ready  source  of  infor¬ 
mation  on  Headquarters  personnel  regarding  billets,  position  titles, 
security  clearances,  etc.  Used  internally  only  for  administrative 
purposes 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  Tape  and  Punched  Cards 
Retrievahility:  Name 
Safeguards:  Safes  and  vaults 

Retention  and  disposal:  Information  on  an  individual  is  scrubbed 
from  system  within  60  days  following  terminiation  of  employment 
with  Headquarters 

System  manager(s)  and  address:  Director  Administration 
Headquarters  Naval  Telecommunications  Command  4401  Mas¬ 
sachusetts  Avenue  Washington  D.C.  20390 
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Notification  procedure:  By  contacting  System  Manager  at  above 
address.  Requestor  should  provide  full  name  and  dates  employed 
by  Headquarters  Naval  Telecommunications  Command.  Requestor 
may  visit  the  Headr^uarters  to  determine  whether  the  system  con¬ 
tains  records  pertaimng  to  him.  Usual  identification,  such  as  a  valid 
driver's  license,  military  ID  card,  etc.,  will  be  accepted  as  proof  of 
identity. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Applications  for  employment,  military 
personnel  records,  reports  of  results  of  Background  Investigations, 
National  Agency  Checks,  etc. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00069NSGAGNPAC01 

System  name:  Professional  Qualifications  Records  (PQR's) 

System  location:  Commander,  Naval  Security  Group  Command, 
3801  Nebraska  Avenue,  N.W.,  Washington,  D.C.  20390 

Categories  of  individuals  covered  by  the  system:  Any  civilian  or 
military  employee  of  the  Naval  cryptologic  community  who  applies 
for  Professionalization 

Categories  of  records  in  the  system:  File  contains  individual's 
Professional  Qualifications  Record,  which  is  a  summary  of  the  in¬ 
dividual's  education,  training,  experience,  and  awards.  It  also  con¬ 
tains  evaluations  of  the  PQR  made  by  the  appropriate  Career  Panel. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Office 
-  To  determine  whether  individual  is  a  suitable  aspirant  for  Profes¬ 
sionalization  and  whether  revisions  and/or  updates  are  necessary. 
National  Security  Agency  -  To  determine  whether  the  PQR  shows 
that  the  individual  meets  all  the  necessary  requirements  for  Profes¬ 
sionalization. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically  by  last  name  of  individual 
aspirant 

Safeguards:  Building  employs  security  guards.  Access  to  Civilian 
Personnel  Office  limited  to  personnel  with  proper  clearances.  Files 
kept  in  combination  safe. 

Retention  and  disposal:  Records  are  permanent.  The  authority 
provides  a  continuing  requirement  for  the  records. 

System  manager(s)  and  address:  Commander,  Naval  Security 
Group  Command,  3801  Nebraska  Avenue,  N.W.,  Washington,  D.C. 
20390 

Notification  procedure:  Send  request  to  SYSMANAGER.  Request 
should  include  full  name,  DPOB,  military  status,  SSAN  (if  you 
voluntarily  include  it)  or  service  number.  Visits  for  the  purpose  of 
obtaining  information  must  be  submitted  in  writing  to  Command, 
Naval  Security  Group  Command,  3801  Nebraska  Avenue,  N.W., 
Washington,  D.C.  20390,  who  will  advise  of  time/date/place  for 
viewing  records  or  will  advise  whether  system  contains  records  per¬ 
taining  to  the  requester.  Scheduled  visitors  must  be  prepared  to 
present  adequate  proof  of  identification  -  i.e.  -  combination  of  full 
name,  DPOB,  parent(s)  name,  drivers  license,  medicare  card,  mili¬ 
tary  I.D.  card  it  applicable. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  Information  is  provided  by  individual 
aspirant.  PQR  may  include  transcripts  provided  to  individual  by 
educational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00069NSGHG 1  IPACOl 

System  name:  NAVAL  RESERVE  SECURITY  GROUP  PERSON¬ 
NEL  RECORDS 


System  location:  Commander,  Naval  Security  Group  Conunand 
Naval  Security  Group  Headquarters  3801  Nebraska  Avenue,  NW, 
Washington  D.C.  203% 

Categories  of  individuals  covered  by  the  system:  Naval  Reserve 
Security  Group  Personnel 

Categories  of  records  in  the  system:  System  comprises  records 
reflecting  information  pertaining  to  reservist's  ACDUTRA  (Active 
Duty  for  Training);  miscellaneous  personnel  actions,  i.e.,  in-training 
status  for  change  of  rank/  designator/rate;  clearance  certificate; 
congratulatory  letters  to  officers  upon  promotion;  history  of  past 
ACDUTRA  performed;  correspondance  courses  completed;  old 
data  cards  and  clearance  eligibihty  letters 

Authority  for  maintenance  of  the  system:  5  USC  301  DEPART¬ 
MENTAL  REGULATIONS 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reserve  Personnel  Sup¬ 
port  Branch  -  to  verify;  past  active  duty  and  ACDUTRA  per¬ 
formed;  currency  of  clearance  status;  mobilization  assignment; 
civilian  skills  acquired 

Policies  and  practices  (or  .storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper-records  in  file  folders 

Retrievability:  Filed  alphabetically  by  last  name  of  reservist 
Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained 
Retention  and  disposal:  Records  are  retained  in  active  file  until 
reservist  has  fulfilled  drilling  obligation  or  upon  discharge  or 
transfer  to  stand-by  reserve 

System  managerfs)  and  address:  Commander,  Naval  Security 
Group  Command  Naval  Security  Group  Headquarters  3801 
Nebraska  Avenue,  NW,  Washington  D.C.  20390 
Notification  procedure:  a.  Send  request  to  SYSMANAGER 

b.  Full  name,  DPOB,  military  status,  SSAN  (if  you  will  voluntari¬ 
ly  include  it)  or  service  number 

c.  Visits  for  the  purpose  of  obtaining  information  must  be  sub¬ 
mitted  in  writing  to  Commander,  Naval  Security  Group  Command, 
3801  Nebraska  Avenue,  NW,  Washington  D.C.,  20390,  who  will  ad¬ 
vise  of  time/date/place  for  viewing  records  or  will  advise  whether 
system  contains  records  pertaining  to  the  requestor 

d.  Scheduled  visitors  must  be  prepared  to  present  adequate  proof 
of  identification  -  i.e.,  combination  of  full  name,  DPOB,  parent(s) 
name,  driver's  license,  medicare  card,  military  I.D.  card,  if  applica¬ 
ble 

Record  access  procedures:  The  Agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  System  Manager 

Record  source  categories:  District  Officers  for  Naval  Reserve 
Security  Group  Commanding  Officers  of  Naval  Reserve  Security 
Group  Divisions  Commanding  Officer,  Naval  Technical  Training 
Center,  Pensacola,  FL 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00069NSGHG12PAC01 

System  name:  Naval  Security  Group  Personnel  Security/Access 
Files 

System  location:  The  central  record  system  is  located  at: 
Commander,  Naval  Security  Group  Command 
3801  Nebraska  Ave.,  N.W., 

Washington,  D.C.  20390 

Duplicates  of  portions  of  records  may  be  held  by  other  Naval 
and  Marine  Corps  activities  served  by  a  Naval  Security  Group  Spe¬ 
cial  Security  Officer.  Records  pertaining  to  Naval  and  Marine 
Corps  militaii^  personnel  who  were  considered  but  not  selected  for 
assignment  to  the  Naval  Security  Group  while  undergoing  recruit 
training  are  located  at  one  of  the  following  locations: 

Resident  in  Charge 
Naval  Security  Group  Field  Office 
Bldg  848 

Marine  Corp  Recruit  Depot 
Parris  Island,  South  Carolina  29905 
Resident  in  Chvge 
Naval  Security  Group  Field  Office 
Naval  Administrative  Command 
Naval  Training  Center,  Bldg  1411,  Room  112 
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Great  Lakes.  Illincis  60088 

Resident  in  Charge 
Naval  Security  Group  Field  Office 
U.S.  Naval  Training  Center 
San  Diego,  California  92133 

Resident  in  Chargy: 

Naval  Security  Group  Field  Office 
Naval  Training  Center 
Orlando,  Florida  32813 

Categories  of  individuals  covered  by  the  system:  Naval  and  Marine 
Corps  military  and  civilian  personnel  assigned  to  or  employed  by 
the  Naval  Security  Group,  including  the  Reserve  components 
thereof,  or  who  have  been  considered  for  such  assignment  or  em¬ 
ployment. 

Categories  of  records  in  the  system:  The  file  may  contain  personal 
history  information,  investigative  reports,  security  suitability  re¬ 
ports,  incident  reports,  and  other  data  pertinent  to  determination  of 
eligibility  for  access  to  Special  Intelligence  (SI)  information,  includ¬ 
ing  the  decisions  made  in  each  case.  The  file  also  contains  records 
of  authorized  access  to  classified  information. 

.4uthority  for  maintenance  of  the  system:  E.O.  10450  Eisenhower 
Security  Program 

E.O.  1 1652  Classification  and  Declassification  of  National  Securi¬ 
ty  Information  and  Material 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  collected 
and  used  by  SI  security  personnel  for  the  purposes  of  determining 
the  individual's  eligibility  for  access  to  SI  information,  of  maintain¬ 
ing  a  record  of  the  degree(s)  to  which  access  to  SI  has  been 
authorized,  and  of  determining  the  extent,  if  any,  to  which  controls 
must  be  exercised  to  prevent  the  compromise  of  SI  through  hostile 
foreign  intelligence  activity.  Inf  ition  may  be  disseminated  out¬ 
side  the  Department  of  the  Nav  ,o  the  National  Security  Agency, 
l^fense  Intelligence  Agency,  Aimy  Security  Agency,  Air  Force 
Security  Service,  Central  Intelligence  Agency,  White  House  Com¬ 
munications  Agency  and/or  the  Defense  Industrial  Security 
Clearance  Office  for  the  purpose  of  determining  the  individual's 
eligibility  for  access  to  classified  information  under  the  user  Agen¬ 
cy's  cognizance.  Information  may  be  disseminated  to  the  Defense 
Investigative  Service  and  Naval  Investigative  Service  for  the  pur¬ 
pose  of  conducting  investigations  on  which  to  base  SI  eligibility 
decisions.  The  access  record  portion  of  the  system  may  be  made 
available  to  the  Director  of  Central  Intelligence  to  maintain  an 
index  of  personnel  who  have  been  granted  access  to  certain  sensi¬ 
tive  intelhgence  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  and  magnetic  tape. 

Retrievability:  By  name  and  date/place  of  birth. 

Safeguards:  Approved  security  areas  with  alarms  and  guards.  Ac¬ 
cess  is  limited  to  assigned  personnel  who  have  been  found  eligible 
for  access  to  SI  and  received  specific  instruction  in  the  handling, 
security,  and  dissemination  policy  of  information  in  the  files. 

Retentioa  and  disposal:  Central  record  system  retained  for  thirty 
years  after  last  action.  Records  held  at  Naval  Security  Group  Field 
Offices  forwarded  to  central  system  after  two  years.  Records 
retained  in  central  record  system  and  destroyed  by  burning, 
shredding,  degaussing  or  cheniical  destruction  at  end  of  retention 
period. 

System  managerfs)  and  address:  Commander,  Naval  Security 
Group  Command  3801  Nebraska  Ave.,  N.W.  Washington,  D.C. 
20390 

Notification  procedure:  a.  Send  request  to  SYSMANAGER 

b.  Full  name,  date  and  place  of  birth,  military  status,  social 
security  number  (if  voluntarily  included)  or  service  number. 

c.  Visits  for  the  purpose  of  obtaining  information  must  be  sub¬ 
mitted  in  writing  to  Commander,  Naval  Security  Group  Command, 
3801  Nebraska  Ave.,  N.W.,  Washington,  D.C.  20390  who  will  ad¬ 
vise  of  time/date/place  for  viewing  records  or  will  advise  whether 
system  contains  records  pertaining  to  the  requester. 

d.  Scheduled  visitors  must  be  prepared  to  present  adequate  proof 
of  identification-i.e.-combination  of  full  name,  date  and  place  of 
birth,  parent(s)  name,  drivers  license,  medicare  card,  military 
identification  card  if  applicable. 

Record  occen  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 


Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  In  addition  to  information  furnished  by 
the  individual  himself,  files  contain  information  furnished  by 
federal  investigative  agencies,  other  SI  security  organizations,  and 
reports  submitted  by  Naval  Security  Group  Special  Security  Of¬ 
ficer.  Files  also  include  administrative  correspondence  among  as¬ 
sociated  personnel  and  security  offices  of  the  executive  branch. 

Systems  exempted  from  certain  provisiom  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N00069NSGHG13PAC0I 

System  name:  Personnel  Resources  Information  System  for 
Management  (PRLSM) 

System  location:  Commander,  Naval  Security  Group  Command 
Naval  Security  Group  Headquarters  3801  Nebraska  Avenue,  NW, 
Washington,  D.  C.  20390 

Categories  of  individuals  covered  by  the  system:  Active  duty  Navy 
and  Marine  Corps  personnel  and  Naval  and  Marine  Corps  Reserve 
personnel  affiliated  with  the  Naval  Security  Group.  Also  civilian 
personnel  holding  a  NAVSECGRU  clearance. 

Categories  of  records  in  the  system:  System  comprises  automated 
records  reflecting  information  pertaining  to  the  pcsonnel  identifica¬ 
tion,  location,  current  duties,  professional  qualifications  and  ex¬ 
periences,  education,  rotation  data,  personal  information  (marital 
status,  dependents,  home  of  record)  and  career  information  (dates 
of  expiration  of  enlistment,  release  from  active  duty  and  security 
clearance  data) 

Authority  for  maintenance  of  the  system:  5  USC  301  DEPART¬ 
MENTAL  REGULATIONS 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Military  and  civihan  per¬ 
sonnel  of  the  Navi  Security  Group  Headquarters  in  the  per¬ 
formance  of  their  official  duties  relating  to  the  planning  and 
management  of  NAVSECGRU  personnel  resources.  Regularly 
produced  management  reports  are  used  to  determine;  adequacy  of 
the  personnel  manning  posture  (quantitatively  and  qualitatively)  at 
NAVSECGRU  field  activities;  trends  concerning  levels  of  various 
NAVSECGRU  personnel  skills;  trends  in  enlistments,  re-enlist- 
ments,  training  quotas,  retirements;  also,  data  base  is  often  queried 
for  one-time,  non-routine  information  to  satisfy  priority  require¬ 
ments.  Personnel  of  the  Bureau  of  Naval  Personnel  use  the  system 
regularly  to  assist  in  meeting  authorized  NSG  personnel  require¬ 
ments  and  identification  of  NSG  traini^  requirements.  Civilian  and 
Military  officials  of  the  National  Security  Agency  use  overall  NAV¬ 
SECGRU  population  distribution  to  assess  adequacy  of  {wrsonnel 
levels  and  skills  in  meeting  national  cryptologic '  requirements. 
NAVSECGRU  Area  Directors  in  Atlantic,  Pacific  and  European 
Commands  in  order  to  determine  manning  and  skill  posture  within 
their  respective  theaters.  Officials  of  NAVSECGRU  field  stations 
world-wide  in  order  to  determine  numbers  and  skills  of  personnel 
ordered  to  report  for  duty.  Officials  of  Naval  Technical  Center 
Pensacola  Florida  for  purpose  of  mailing  advancement  examina¬ 
tions  and  other  training  materials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  on  magnetic  tapes,  discs,  punched 
cards,  microfiche  and  computer  paper  printouts. 

Retrievability:  Records  are  retrieved  by  name,  social  security 
number,  skill  codes,  duty  stations,  career  information  (dates  of  en¬ 
listment,  expected  release),  education,  rating  and  paygrade. 

Safeguards:  The  computer  facility  and  terminal  are  located  in 
restricted  areas  accessible  only  to  authorized  persons  that  are 
properly  screened,  cleared  and  trained.  Records  and  computer  prin¬ 
touts  are  available  only  to  authorized  personnel  having  a  ne^  to 
know. 

Retention  and  disposal:  Computer  magnetic  tapes  are  erased  three 
months  after  they  are  created.  Punched  cards  are  converted  to  mag¬ 
netic  tape  and  destroyed.  Microfiche  and  paper  printouts  are 
retained  3  years  or  until  superseded. 

System  managers)  and  address:  Commander,  Naval  Security 
Group  Command  Naval  Security  Group  Headquarters  3801 
Nebraska  Avenue,  NW,  Washington,  D.C.  20390 

Nodfication  procedure:  Send  request  to  SYSMANAGER.  Full 
name,  DPOB,  military  status,  SSAN  (if  you  will  voluntarily  include 
it)  or  service  number. 
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Visits  for  the  purpose  of  obtainiM  information  must  be  submitted 
in  writing  to  Commander,  Naval  Security  Group  Command,  3801 
Nebraska  Avenue,  NW,  Washington,  D.C.  20390,  who  will  advise 
of  time/date/place  for  viewing  records  or  will  advise  whether 
system  contains  records  pertaining  to  the  requestor.  Scheduled  visi¬ 
tors  must  ^  prepared  to  present  adequate  proof  of  identification  - 
i.e.,  combination  of  full  name,  DPOB,  parent(s)  name,  driver’s 
license,  medicare  card,  military  I.D.  card,  if  applicable. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Cootesting  record  procedures:  The  Agency’s  rules  for  contesting 
content  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Chief  of  Naval  Personnel  MAPMIS 
(Manpower  Management  Information  System)  ADP  file;  Naval 
Security  Group  field  sites;  Naval  Security  Group  Field  Office 
Representatives. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00159  D-3/01 

System  name:  Seismic  survey  list  of  companies  involved  in  outer 
continental  shelf. 

System  location:  Commandant,  THIRD  Naval  District  Flushing 
and  Washington  Aves.  Brooklyn,  NY  11251 
Categories  of  individuals  covered  by  the  system:  Contact  personnel 
of  each  company  for  information  on  survey  or  drilling  activity. 
Categories  of  records  in  the  system:  Correspondence  file 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Contact  with  individual 
companies  for  scheduling  and  coordination. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 
Retrievability:  Name 
Safeguards:  Safes 

Retention  and  disposal:  Maintained  as  long  as  activity  is  going  on, 
then  burned. 

System  managerfs)  and  address:  Air  Operations/Oceanographic 
Officer 

Notification  procedure:  Refer  to  sysmanager 
Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Department  of  Interior  files. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00164  01 

System  name:  Employee  Explosives  Certification  Program 
System  location:  Commanding  Officer  Naval  Ammunition  Depot 
Crane,  Indiana  47S22 

Categories  of  individuals  covered  by  the  system:  All  personnel  in¬ 
volved  in  the  process  or  evolutions  of  explosives  operations 
Categories  of  records  in  4he  system:  Individual  certifying  docu¬ 
ment  and  combined  register  of  all  employees  certified 
Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  ^stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  record  the  names  of 
all  employees  and  their  qualifications  to  work  in  certain  categories 
of  explosives  operations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folder,  punched  cards 
Retrievability:  SSN,  Name 
Safeguards:  Personnel  escort  required 

Retentkm  and  disposal:  Permanent,  unless  employee  terminates  or 
is  no  longer  involved  in  explosives  processes.  DcKument  returned 
to  employee’s  department  for  routine  disposal  after  deletion  from 
program 

System  manager(s)  and  address:  Safety  Director  NAD  Crane,  In¬ 
diana 


Notification  procedure:  Individuals  may  inspect  personnel  certify¬ 
ing  document  at  Building  8,  Safety  Department,  NAD  Crane  or  in¬ 
spect  department  register  within  own  department.  Requesters  must 
be  escorted  and  provide  identification  for  inspection  of  their  per¬ 
sonnel  records 

Record  access  procedures:  The  agency  rules  for  access  to  records 
may  be  obtained  from  the  System  Manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager 

Record  source  categories:  Personnel  files,  previous  supervisors 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N00I73  DECIO-ADPBUD 
System  name:  ADP  Budget 

System  location:  Director  Naval  Research  Laboratory  Washing¬ 
ton,  D.C.  20375 

Categories  of  individuals  covered  by  the  system:  Employees  and 
former  employees  of  the  Naval  Research  Laboratory  who  by  the 
definitions  contained  in  SECNAVINST  5238.1  A  of  15  Feb  1973  are 
reportable  for  purposes  of  Resource  Accounting  in  Data  Processing 
related  activities.  , 

Categories  of  records  in  the  system:  Contains  name,  pay  number, 
grade,  step,  salary  related  data,  meui-years  of  effort  (either  actual 
or  projected)  salary  related  data  and  changes  in  pay  status  (either 
actual  or  projected)  which  would  affect  salary  costs. 

Authority  for  maintenance  of  the  system:  5USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Data  is  used  by 
managers  of  computer  oriented  organizations  to  formulate  Budgets 
for  inclusion  in  the  Automatic  Data  Processing  Program  Reporting 
System  -  Resource  Accounting  (Dept,  of  the  Navy). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  Folders  and  magnetic  disc 
Retrievability:  Pay  number. 

Safeguards:  Locked  cabinets,  personnel  screemng,  (need  to 
know)  visitor  controls,  computer  systems  software  including  pass¬ 
word  protection. 

Retention  and  disposal:  Routinely  discarded  after  three  years. 
System  manager(s)  and  address^  ADP  Coordinator,  Code  4014 
Director,  Naval  Research  Laboratory,  Washington,  D.  C.  20375 
Notification  procedure:  A  written  request  to  the  SYSMANAGER 
at  the  above  address  providing  the  individual’s  full  name,  current 
address  and  telephone  numbers,  dates  of  employment,  organization 
code(s)  and  pertinent  occupational  series  code.  Determination  of 
record  may  be  made  in  the  Research  Program  Office,  Computation 
Center,  or  Office  of  Comptroller.  A  drivers  license  or  other  recog¬ 
nized  form  of  identification  bearing  the  individuals  signature  and 
current  address  will  be  required  of  visitors. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (^tain^  from  the  system  manager. 

Record  source  categories:  Personnel  records 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N00173  1200-5 

System  name:  Listing  of  Personnel  -  Sensitive  Compartmented  In¬ 
formation 

System  location:  Director,  Naval  Research  Laboratory,  Washing¬ 
ton,  D.  C.  20375 

Categories  of  individuals  covered  by  the  system:  Individuals  indoc¬ 
trinated  for  access  to  compartmented  information. 

Categories  of  records  in  the  system:  Name,  affiliation,  billet 
description,  clearances  authorized,  clearances  held,  rank.  Social 
Security  Number,  Background  Investigation  date,  date  of  birth, 
place  of  birth,  date  of  marriage,  place  of  marriage. 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  determine 
authorization  for  access  to  compartmented  information.  Internal 


FEDERAL  REGISTER,  VOL.  42,  NO.  1 88— WEDNESDAY,  SEPTEMBER  28,  1977 


51286 


PRIVACY  ACT  ISSUANCES 


users  are  Branch  Heads,  Division  Superintendents,  Director  and 
Associate  Directors  of  Research  and  Special  Security  Office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stora^:  Magnetic  Tape 

Retrievability:  Name,  Social  Security  Number,  affiliation,  as¬ 
signed  biUet  number 

Safeguards:  Three  combination  security  container  and/or  vault. 

Retention  and  disposal:  Records  maintained  as  long  as  individual 
authorized  access;  changed  as  changes  occur. 

Magnetic  tape  erased  as  required. 

System  managerfs)  and  address:  Special  Security  Officer,  Naval 
Research  Laboratory,  Washington,  D.  C.  2037S 

Notificatioo  procedure:  Letter  to  System  Manager  at  above  ad¬ 
dress  giving  full  name.  Social  Security  Number,  and  affiliation,  or 
visit  to  NRL  Special  ^curity  Office  with  NRL  pass  as  identifica¬ 
tion 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  calories:  All  information  obtained  from  in¬ 
dividuals  and  indoctrination  documents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00173  265 

System  name:  Sight  Conservation  Program 

System  location:  Director,  Naval  Research  Laboratory,  Washing¬ 
ton,  D.C.  20375 

Categories  of  individuals  covered  by  tbe  system:  Employees  wear¬ 
ing  glasses  whose  work  requires  the  use  of  safety  glasses. 

Categories  of  records  in  tbe  system:  Eyewear  prescriptions  and 
pertinent  information  on  special  fitting  requirements. 

Authority  for  maintenance  of  the  system:  S  USC  301,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  of  eyewear 
prescriptions  used  by  contract  optometrist  in  connection  with 
periodic  examinations  and  by  Safety  Office  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Name. 

Safeguards:  Office  door  locked  at  night. 

Retention  and  disposal:  Retained  as  long  as  employee  is  on  pro¬ 
gram.  When  he  leaves  NRL  or  changes  job  and  does  not  qualify  for 
program,  his  file  is  destroyed  by  tearing  it  up. 

System  managerfs)  and  address:  Head,  Safety  Office,  Naval 
Research  Laboratory,  Building  222,  Room  188. 

Notification  procedure:  Verbal  request  to  system  manager,  with 
some  proof  of  identity,  such  as  driver’s  license  or  ID  card. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appeal^  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  system  manager. 

Record  source  categories:  Optometrist’s  measurements. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00175  03004 

System  name:  Staff  Judge  Advocate’s  Memorandum  File 

System  location:  Commandant,  FOURTH  Naval  District 

Naval  Base 

Philadelphia,  Pa.  19112 

Categories  of  individuals  covered  by  the  system:  Any  Naval  or 
Marine  Corps  personnel  facing  disciplinary  or  administrative  action 
requiring  the  personal  attention  of  Commandant,  FOURTH  Naval 
District. 

Categories  of  records  in  tbe  system:  Memoranda  of  Staff  Judge 
Advocate,  FOURTH  Naval  District 

Authority  for  maintenance  of  the  system:  S  USC  301 


Routine  uses  of  records  maintained  in  the  system,  includiim  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  (I)  To  provide  Comman¬ 
dant,  FOURTH  Naval  District  with  legal  opinions  of  Staff  Judge 
Advocate  on  disciplinary  and  administrative  matters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Filing  folders 
Retrievability:  Name  and  date  of  advice 

Safeguards:  During  working  hours  under  custody  of  Legalman. 
During  non-working  hours,  building  secured  by  Base  Police. 

Retention  and  disposal:  Indefinite 

System  manager(s)  and  address:  Staff  Judge  Advocate,  FOURTH 
Naval  District 
Naval  Base 

Philadelphia,  Pa.  19112 

Notification  procedure:  Write  letter  to  Systems  Manager  at  above 
address  which  includes  (I)  name  and  address  of  requestor,  (2)  mili¬ 
tary  status  of  requestor,  (3)  social  security  number  of  requestor,  (4) 
subject  matter  of  request. 

In  case  of  personal  visit,  the  requestor  must  provide  (I)  military 
identification  card,  or  (2)  social  security  card.  The  office  is  located 
at  Room  103,  Building  6,  Naval  Base,  Philadelphia,  Pa. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  Systems  Manager 

Contesting  record  procedures:  The  Agency’s  rtiles  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  Systems  Manager. 

Record  source  categories:  Staff  Judge  Advocate's  opinions 
Systems  exempted  from  certain  provisioas  of  the  act:  None 
N00250  CHK/DEBT-LIST 
System  name:  Bad  Checks  and  Indebtedness  Lists 
System  location:  Commanding  Officer,  Navy  Resale  System  Of¬ 
fice,  3rd  Ave.  and  29th  St.,  Brooklyn,  NY  11232  (for  all  Navy 
Exchanges)  Commissary  Store  operations  as  listed  in  the  directory 
of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Patrons  of  Navy 
exchanges  and  Commissary  Stores  who  have  passed  checks  which 
have  proven  bad;  recruits  who  have  open  accounts  wth  Navy 
exchanges;  patrons  who  have  made  C.O.D.  mail  order  transactions 
and  those  patrons  who  make  authorized  charge  or  credit  purchases 
where  their  accounts  are  maintained  on  the  basis  of  an  identifying 
particular  such  as  name,  social  security  number  or  service  numl^r. 

Categories  of  records  in  the  sy^m:  Bad  Check  System  (including: 
Returned  Check  Ledger;  Returned  Check  Report;  copies  of 
returned  checks;  bank  advice  relative  to  the  returned  check  or 
checks;  correspondence  relative  to  attempt  by  the  Navy  exchange 
or  Commissary  Store  to  locate  the  patron  and/or  obtain  payment;  a 
printed  report  of  names  of  those  persons  who  have  not  made  full 
restitution  promptly,  or  who  have  had  two  or  more  checks  returned 
through  their  own  fault  or  negligence)  Accounts  Receivable  Ledger, 
detailed  by  patron;  COD  Sales  Ledger; 

Authority  for  maintenance  of  the  system:  S  USC  301  and  10  USC 
5031 

Routine  uses  of  records  maintained  in  tbe  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  llie  bad  check  system  is 
used  to  record  receipt  of  bad  checks  from  patrons;  to  monitor  and 
avoid  undue  losses  because  of  continued  passing  of  bad  checks. 
This  system  also  contains  information  regarding  the  correspondence 
issued  in  an  effort  to  recover  losses.  A  bad  check  list  is  locally  and 
centrally.  This  information  is  issued  to  all  cashiers,  exchange  and 
commissary  officers.  The  Accounts  Receivable  ledgers  are  used  to 
properly  record  credit  sales  and  the  payment  of  these  accounts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  ^ 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  magnetic  tape;  printed  reportr;  file  folders;  file  cards; 
Retrievability:  Name  and  social  security  number 
Safeguards:  Locked  file  cabinets;  supervised  office  spaces;  super¬ 
vised  computer  tape  library  which  is  accessable  only  through  the 
computer  center  (entry  to  the  computer  center  is  controlled  by  a 
combination  lock  known  by  authorized  personnel  only). 

Retention  and  dispel:  Navy  exchange  records  retention  stan¬ 
dards  are  contained  in  the  ’Disposal  of  Navy  and  Marine  Corps 
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Records,  Part  II,  chapters  4  and  5  and/or  the  Navy  Exchange 
Manual. 

System  manager(s)  and  address:  Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 
Record  Holder 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

Nodfkation  procedure:  Written  contact  may  be  made  by  ad¬ 
dressing  inquiries  to: 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

In  the  initial  inquiry  the  requester  must  provide  full  name,  social 
security  number,  activity  where  they  had  their  dealings.  A  list  of 
other  offices  the  requester  may  visit  will  be  provided  after  initial 
contact  is  made  at  the  office  listed  above.  At  the  time  of  a  personal 
visit,  requesters  must  provide  the  following  proof  of  identity: 
Name,  date  of  birth,  place  of  birth,  father’s  first  name,  mother’s 
maiden  name. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

CoDtesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  individual;  the  bank  involved  and 
the  activity  sales  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00250  nOELITY  BOND 

System  name:  Commercial  Fidelity  Bond  Insurance  Records 
System  location:  Commanding  Officer,  Navy  Resale  System  Of¬ 
fice,  3rd  Ave.  &  29th  St.  Brooklyn,  NY  11232  (for  all  Navy 
Exchanges). 

Categories  of  individuals  covered  by  the  system:  Civilian  and  mili¬ 
tary  personnel  assigned  to  Navy  exchanges,  who  the  duly  con¬ 
stituted  authority  (usually  a  Board  of  Investigation  appointed  by  the 
base  Commanding  Officer)  has  established  to  be  guilty  of  a 
dishonest  act  which  has  resulted  in  a  loss  of  money,  securities  or 
other  property,  real  or  personal,  for  which  the  exchange  is  legally 
liable. 

Categories  of  records  in  the  system:  Equipment  Loss  Reports, 
Cash  and/or  Merchandise  Loss  Reports  from  Navy  exchanges,  in¬ 
cluding  correspondence  relating  to  losses. 

Authority  for  maintenance  of  the  system:  SUSC  301  and  10  USC 
5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  information, 
as  required,  to  the  insurance  carrier  (Fidelity  Bond  Underwriter) 
for  appropriate  cover^e,  as  well  as  to  render  appropriate 
assistance  in  processing  insurance  claims. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  media  in  which  these  records  are  maintained  varies 
but  includes  file  folders  and  ledgers. 

Retrievability:  Name,  payroll  number,  service  number,  activity. 
Safeguards:  Locked  file  cabinets;  locked  offices  which  when 
open  are  supervised  by  appropriate  personnel;  security  guards. 

Retention  and  disposal:  Navy  exchange  records  retention  stan¬ 
dards  are  contained  in  the  ’Disposal  of  Navy  and  Marine  Corps 
Records,  Part  II,  chapters  4  and  5  and/or  the  Navy  Exchange 
Manual. 

System  managers)  and  address:  Commanding  Officer,  Navy 
Resale  System  ^fice,  3rd  Ave.  and  29th  St.,  Brooklyn,  NY  11232 
.  Notification  procedure:  Written  contact  may  be  made  by  ad¬ 
dressing  inquiries  to: 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 


In  the  initial  inquiry  the  requestor  must  provide  full  name, 
payroll  or  military  service  number  and  activity  where  they  had  their 
dealings.  A  list  of  other  offices  the  requestor  may  visit  be  pro¬ 
vided  after  initial  contact  is  made  at  the  office  listed  above.  At  the 
time  of  a  personal  visit,  requestors  must  provide  the  following 
proof  of  identity:  Name,  date  of  birth,  place  of  birth,  father’s  first 
name,  mother’s  maiden  name. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  individual;  the  insurance  un¬ 
derwriter;  audit  reports;  investigatory  reports  and/or  activity  loss 
records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00250  IR-PERS-RECORD 
System  name:  Industrial  Relations  Personnel  Records 

System  location:  Commanding  Officer,  Navy  Resale  System  Of¬ 
fice,  3rd  Avenue  and  29th  Street,  Brooklyn,  NY  11232  (for  all 
Navy  Exchanges)  Commissary  Stores  operations  as  listed  in  the 
directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Civilian  Em¬ 
ployees,  former  civilian  employees  and  applicants  for  employment 
with  the  Navy  Resale  System  Office  and  Navy  exchanges  located 
worldwide. 

Categories  of  records  in  the  system:  Personnel  jackets  (including: 
Personnel  Information  Questionnaire;  Personnel  Action;  Certificate 
of  Medical  Examination;  Indoctrination  Checklist;  Designation  of 
beneficiary;  death  benefit;  completed  leave  records;  report  of  ac¬ 
cident;  cash  register  overage/shortage  records;  notice  of  excessive 
absence  and  tardiness,  and  warnings;  report  of  hearings  and  recom¬ 
mendations  relative  to  employee  grievances;  report  of  all  disciplina¬ 
ry  action;  Certified  record  of  court  attendance;  Certified  copy  of 
completed  military  orders  for  any  annual  duty  tours  with  recog¬ 
nized  reserve  organizations;  Employee  job  description;  Examina¬ 
tion  papers  and  tests,  if  any;  Evidence  of  date  o'  birth,  where 
required;  Security  Investigation  Data,  where  required;  Official 
work  performance  rating;  Official  letters  of  recommendations; 
Designation  of  Beneficiary  for  Unpaid  Compensation;  Reference 
check  records;  applicant  files;  tuition  assistance  records; 
grievance/appeal  records;  employee  profiles;  personnel  security  in¬ 
formation  (including:  National  Agency  Checks  and  Naval  Investiga¬ 
tive  Service  reports);  Travel  requests,  travel  allowance  and  claims 
record;  Transportation  Agreements;  employee  affidavit;  Priviledge 
Card  Application  and  listing; 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Retention  of  forms 
necessary  to  properly  record  the  employment  history  of  each  em¬ 
ployee,  reflecting  performance  of  employees  which  may  be  used  by 
selecting  officials  in  choosing  employees  for  promotion  or  transfer; 
for  verification  of  employment;  to  provide  a  record  of  travel  per¬ 
formed  and  verification  that  the  employee  received  proper  remu¬ 
neration  for  the  travel  performeded;  to  insure  employees  receive 
timely  consideration  in  the  processing  of  work  appraisals  and  salary 
increases; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  file  folders;  magnetic  tapes;  punch  cards;  rolodex  files; 
cardex  files;  ledgers;  and  printed  reports. 

Retrievability:  Name  and/or  social  security  number;  employee  job 
number;  employee  payroll  number. 

Safeguards:  Locked  file  cabinets;  safes;  locked  offices  which  are 
supervised  by  appropriate  personnel,  when  open;  supervised  com¬ 
puter  tape  library  which  is  accessible  only  through  the  Computer 
Center  (entry  to  computer  center  is  controlled  by  a  combination 
lock  known  by  authorized  personnel  only);  security  guards. 

Retention  and  disposal:  Current  employee  records  remain  on  file 
at  the  appropriate  personnel  offices;  records  on  former  employees 
are  retained  for  one  year  and  then  forwarded  to  the  Federal 
Records  Center,  St.  Louis,  Mo.  for  retention  of  permanent  papers 
and  destruction  of  tempor^  papers,  applicant  files  are  retained  for 
one  year,  except  that  applications  from  those  over  40  years  old  are 
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reuined  for  two  year*.  Navy  exchange  record*  retention  *tandard* 
are  contained  in  the  'Diaposal  of  Navy  and  Marine  Corp*  Record*. 
Part  II,  Chapter*  4  and  S.’  and  for  the  Navy  Exchange  Manual. 
SystcB  ■anagcrf*)  and  addrtaa:  Policy  Official 
Commanding  Officer 
Navy  Re*ale  Sy*tem  Office 
3rd  Avenue  and  29th  Street 
Brooklyn.  NY  11232 
Record  Holder 

Manager,  Recruitment  and  Employment  (R3) 

Navy  Re*ale  Sy*tem  Office 
3rd  Avenue  and  29th  Street 
Brooklyn.  NY  1 1232 

Individual  record  holder*  within  the  central  *y*tem  may  be  con¬ 
tacted  through  the  central  *y*tem  record  holder. 

Nodflcatloa  praccdarc:  Written  contact  may  be  made  by  ad- 
dre**ing  inquirie*  to: 

Manager,  Recruitment  and  Employment  (IR3) 

Navy  Re*ale  Sy*tem  Office 
3rd  Avenue  and  29tb  Street 
Brooklyn.  NY  11232 

In  initial  inquiry,  the  reque*ter  mu*t  provide  full  name.  *ocial 
*ecurity  number,  activity  where  la*t  employed  or  where  la*t  appli¬ 
cation  for  employment  wa*  filed.  A  li*t  of  other  offices  the 
requester  may  visit  will  be  provided  after  initial  contact  is  made  at 
the  office  listed  above.  At  the  time  of  a  personal  visit,  requester 
must  provide  the  following  proof  of  identity:  Name,  date  of  birth, 
place  of  birth,  father's  first  name  and  mother’s  maiden  name. 

Record  acccm  procedures :  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  employee;  former  employers;  edu¬ 
cational  institutions;  supevisors  of  employees;  applicants;  appli¬ 
cants  previous  employers;  Naval  Investigative  Service;  Federal  Bu¬ 
reau  of  Investigation. 

Systems  exempted  from  certain  provislous  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  352  a  (j)  ot  (k).  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N00250  LAYAWAYS 
System  name:  Layaway  Sales  Records 
System  location:  Commanding  Officer.  Navy  Resale  System  Of¬ 
fice,  3rd  Avenue  and  29th  Street,  Brooklyn.  NY  11232  (for  all 
Navy  exchanges) 

Categories  of  Individnals  covered  hy  the  system:  Patrons  of  Navy 
exchanges  who  buy  goods  on  a  layaway 
Categories  of  records  In  the  system:  Layaway  Tickets  and  layaway 
patron  lists 

Authority  for  maintenance  of  the  system:  SUSC301  and 
10USC5031 

Rontlae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  To  record  the  selection 
of  layaway  merchandise,  record  payments,  verify  merchandise 
pick-up  and  perform  sales  audit. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  Layaway  tickets  and  layaway  patron  lists 
RetrievabllHy:  Name,  address,  service  number  or  exchange  per¬ 
mit  number 

Safegnards:  Locked  file  cabinets,  supervised  records  space 
Retention  and  disposal:  Destroyed  after  two  years  per  Navy 
Exchange  Manual 

System  manager(s)  and  address:  Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn.  NY  11232 
Record  Holder 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 


Individual  record  holders  within  the  central  system  may  be  con¬ 
tacted  through  the  central  system  record  holder. 

Notification  procedure:  Written  contact  may  be  made  by  ad¬ 
dressing  inquiries  to: 

Director.  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street  ' 

Brooklyn.  NY  11232 

In  the  initial  inquiry,  the  requester  must  provide  full  name,  social 
security  number,  activity  where  layaway  sales  were  transacted.  A 
list  of  other  offices  the  requester  may  visit  will  be  provided  after 
initial  contact  at  the  office  listed  above.  All  the  time  of  a  personal 
visit,  requesters  must  provide  the  following  proof  of  identity: 
Name,  date  of  birth,  place  of  birth,  father's  first  name,  mother's 
maiden  name. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  system  manager. 

Record  sonree  categories:  The  individual 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00250  MlLITARY-MlSYS 

System  name:  Resale  System  Military  Management  Information 
System 

System  location:  Commanding  Officer  Navy  Resale  System  Of¬ 
fice  3rd  Avenue  and  29th  Street  Brooklyn,  NY  11232 

Categories  of  individnals  covered  by  the  system:  Present  and  past 
military  officer  and  key  enlisted  personnel  assigned  to  the  Navy 
Resale  System. 

Categories  of  records  in  the  system:  Management  Information 
System  (including:  Name;  rank  or  rate;  social  security  number; 
designation  date  of  rank;  date  reported;  rotation  date;  educational 
level;  lineal  number;  dependency  status)  Card  file  on  officers  as¬ 
signed  (including:  dates  in  Navy  Resale  System;  promotion  status; 
location  of  assignments)  Correspondence  folder  with  Officer  and 
senior  enlisted  personnel  (containing:  preference  of  assignment; 
biographical  information;  and  orders) 

Authority  for  maintenance  of  the  system:  5USC301  and 
10USC5031 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  To  determine  recom-  ■ 
mended  replacements  for  Key  Military  personnel;  to  recommend 
actions  to  the  Officer,  Personnel  Division,  Navy  Systems  Com¬ 
mand;  to  keep  a  record  of  orders  and  pertinent  correspondence 
with  individual  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  Magnetic  tape;  printed  reports;  card  files  and  file  fol¬ 
ders. 

RetrievabUHy:  Name;  service  number;  social  security  number 

Safegnards:  Locked  file  cabinets;  locked  archives;  supervised  of¬ 
fice  spaces  and  supervised  computer  tape  library  which  is  accessa- 
ble  only  through  the  computer  center  (entry  to  computer  center  is 
controlled  by  a  combination  lock  known  by  authorized  personnel 
only). 

Retention  and  disposal:  Navy  exchange  records  retention  stan¬ 
dards  are  contained  in  the  'Disposal  of  Navy  and  Marine  Corps 
Records,  Part  II  Chapters  4  and  5  and/or  the  Navy  Exchange 
Manual. 

System  manager(s)  and  address:  Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn.  NY  11232 

Record  Holder 

Director.  Military  Personnel  (MP) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn.  NY  11232 

Notification  procedure:  Written  contact  may  be  made  by  ad¬ 
dressing  inquiries  to: 

Director.  Military  Personnel  (MP) 

Navy  Resale  System  Office 
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3rd  Avenue  and  29th  Street 
Brooklyn.  NY  11232 

In  the  initial  inquiry,  the  requester  must  provide  full  name,  social 
security  number  or  service  number.  At  the  time  of  a  person^  visit, 
the  requester  must  provide  the  following  proof  of  identity:  Name; 
date  of  birth;  place  of  birth;  father's  full  name  and  mother's 
maiden  name. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contestng 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  U.S.  Navy  Manpower  Information 
System;  the  Bureau  of  Personnel  Navy);  the  individual;  the  in¬ 
dividual’s  superior  officer. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00250  PAY&BENEnrS 

System  name:  Payroll  and  Employee  Benefits  Records 

System  location:  Commanding  Officer,  Navy  Resale  System  Of¬ 
fice,  3rd  Ave.  and  29th  St.,  Brooklyn,  NY  11232  (for  all  Navy 
Exchanges)  Commissory  Store  Operations  as  listed  in  the  directory 
of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  and  former  civilian  employees  with  the  Navy  Resale 
System  Office  and  Navy  exchanges  located  world-wide,  (payroll 
and  benefits  information)  Civilian  employees  and  former  civilian 
employees  of  Coast  Guard  exchanges,  clubs  and  messes  and  US 
Navy  civilian  employees  and  former  civilian  employees  of  Special 
Services  and  BUPERS  clubs  and  messes.  (Benefits  information 
only). 

Categories  of  records  in  the  system:  Distribution  reports;  tax  re¬ 
ports;  leave  accrual  reports;  earnings  records  cards,  payroll  re¬ 
gisters;  insurance  records  and  reports  regarding  property  damage, 
personal  injury  or  death,  group  life,  disability,  medical  and  retire¬ 
ment  plan;  payroll  savings  authorization;  record  of  payroll  savings; 
overtime  authorization;  Treasury  Department  tax  withholding  ex¬ 
emption  certificate. 

Authority  for  maintenance  of  the  system:  S  USC  301  and  10  USC 
5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  calculate  pay; 
prepare  checks  for  distribution;  prepare  deduction  registers;  leave 
records;  to  submit  federal  and  state  tax  reports;  to  record  contribu¬ 
tions  to  benefit  plans;  to  process  all  insurance  claims;  to  provide  in¬ 
formation  as  required  to  the  insurance  carriers  and  U.S.  Depart¬ 
ment  of  Labor,  Bureau  of  Employees  Compensation;  to  calculate 
retirement  benefits  upon  request  of  employees; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  Magnetic  tape  files;  card  files;  file  folders;  ledgers;  and 
printed  reports. 

Retrievahility:  Name  and/or  social  security  number;  employee  job 
number;  employee  payroll  number. 

Safeguards:  Locked  file  cabinets;  safes;  locked  offices  which  are 
supervised  by  appropriate  personnel,  when  open;  security  guards; 
supervised  computer  tap>e  bbrary  which  is  accessable  only  through 
the  computer  center  (entry  to  computer  center  is  controlled  by  a 
combination  lock  known  by  authorized  personnel  only). 

Retention  and  dispel:  Navy  exchange  records  retention  stan¬ 
dards  are  contained  in  the  ’Disposal  of  Navy  and  Marine  Corps 
Records,  Part  II,  Chapters  4  and  S.’  and/or  the  Navy  Exchange 
Manual. 

System  manager(s)  and  address:  Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn.  NY  11232 

Record  Holder 

Manager,  Recruitment  and  Employment 
Navy  Resale  System  Office 
3rd  Ave  and  2^  St 
Brooklyn.  NY  11232 

IndividuaJ  record  holders  within  the  central  system  may  be  con¬ 
tacted  through  the  central  system  record  holder. 


Notification  procedure:  Written  contact  may  be  made  by  ad¬ 
dressing  inquiries  to: 

Manager,  Recruitment  and  Employment  (IR3) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn.  NY  11232 

In  the  initial  inquiry  the  requester  must  provide  full  name,  social 
security  number,  activity  where  last  employed.  A  list  of  other  of¬ 
fices  the  requester  may  visit  will  be  provided  after  initial  contact  is 
made  at  the  office  listed  above.  At  the  time  of  a  personal  visit, 
requesters  must  provide  the  following  proof  of  identity:  Name,  date 
of  birth,  place  of  birth,  father’s  first  name  and  mother’s  maiden 
name. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  .source  categories:  The  employee  of  former  employee; 
payroll  department;  the  employee’s  supervisor  and  the  employee’s 
physician  or  insurance  carrier’s  physician. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N00250NAVLODGE  RECORD 
System  name:  Navy  Lodge  Records 

System  location:  Commanding  Officer,  Navy  Resale  System  Of¬ 
fice,  3rd  Ave.  and  29th  St.,  Brooklyn,  NY  11232  (for  all  Navy 
Exchanges) 

Categories  of  individuals  covered  by  the  system:  Patrons  and 
guests  authorized  lodging  at  a  Navy  exchange  Navy  Lodge. 

Categories  of  records  in  the  system:  Reservation  Request;  Guest 
Registration  Card;  Navy  Lodge  Guest  Folio;  Equipment  Rental 
Lists 

Authority  for  maintenance  of  the  system:  S  USC  301  and  10  USC 
5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  A  record  of  reservations 
to  insure  orderly  room  assignment  and  avoid  improper  booking; 
record  registration  and  payment  of  account;  verify  proper  usage  by 
eligible  patrons;  cash  control;  gathering  of  occupancy  data;  deter¬ 
mine  occupancy  breakdown;  rental  and  furnishings  accountability. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  media  in  which  these  records  are  maintained  vary, 
but  include:  folio  card;  ledger;  Guest  Registration  Cards;  and  local 
copies  and  reports  of  central  system  reports. 

Retrievahility:  Name;  service  number;  social  security  number 

Safeguards:  Supervised  offices;  locked  files 

Retention  and  disposal:  Navy  exchange  records  retention  stan¬ 
dards  are  contained  in  the  ’Disposal  of  Navy  and  Marine  Corps 
Records,  Part  II,  chapters  4  and  5  and  the  Navy  Exchange  Manual. 
Local  reservation  request  forms  are  destroyed  1  month  after  the  ac¬ 
tual  date  of  check-in. 

System  numagerfs)  and  address:  Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

Record  Holder 

Manager,  Personalized  Services  (SM6) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn.  NY  11232 

Individual  record  holders  within  the  central  system  may  be  con¬ 
tacted  through  the  central  system  record  holder. 

Notification  procedure:  Written  contact  may  be  made  by  ad¬ 
dressing  inquiries  to: 

Manager,  Personalized  Services  (SM6) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn.  NY  11232 

In  the  initial  inquiry  the  requester  must  provide  full  name,  social 
security  number,  service  number  and  location  of  the  last  Navy 
Lodge  where  they  had  dealings.  A  list  of  other  offices  the  requester 
may  visit  will  be  provided  after  initial  contact  is  made  with  the  of- 
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ficc  listed  above.  At  the  time  of  a  personal  visit,  requesters  must 
provide  the  following  proof  of  identity:  Name;  date  of  birth;  place 
of  birth;  father's  first  name  and  mother’s  maiden  name. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  individual  patron  and  the  charges 
he  or  she  incurred  during  a  visit  at  the  Navy  Lodge. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00251  007 

System  name:  Legal  Office  Litigation/Correspondence  Files 
System  location:  Commander,  Puget  Sound  Naval  Shipyard,  Bre¬ 
merton,  WA  98314 

Categories  of  individuals  covered  by  the  system:  Criminal  and  civil 
plaintiffs/defendants  involved  in  litigation  against  or  involving 
Puget  Sound  Naval  Shipyard 

Categories  of  records  in  the  system:  Statements,  affidavits,  cor¬ 
respondence,  briefs,  petitions,  court  records  involving  litigation  and 
related  matters 

Authority  for  maintenance  of  the  system:  Title  28,  USC;  Executive 
Order  10561;  5  USC  301;  10  USC  801-940 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Preparation  of  cor¬ 
respondence,  litigation  material 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  cabinets 

Retrievability:  Case  citation,  name  of  individual 
Safeguards:  Locked  in  executive  spaces 

Retention  and  disposal:  Most  are  retained  permanently,  others 
disposed  of  in  accordance  with  Defense  Dispos^  Manual 
System  managerfs)  and  address:  Commander,  Puget  Sound  Naval 
Shipyard,  Bremerton,  WA  98314,  or  Legal  Officer  (Code  107), 
Puget  Sound  Naval  Shipyard 

Notification  procedure:  Direct  inquiry  to  SYSMANAGER,  provid¬ 
ing  name,  rank/rate/shop  or  badge  number  and  social  security 
number 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager 
Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager 
Record  source  categories:  Court  records,  personal  interviews  and 
statements,  departmental  records.  State  and  Federal  records,  police 
reports  and  complaints,  general  correspondence 
Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  552  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N002S1  080 

System  name:  Puget  Sound  Naval  Shipyard,  Navy  Exchange  Tobac¬ 
co  Sales 

System  location:  Commander,  Puget  Sound  Naval  Shipyard,  Bre¬ 
merton,  WA  98314 

Categories  of  individuals  covered  by  the  system:  Authorized 
patrons  of  facility 

Categories  of  records  in  the  system:  Purchaser’s  name,  serial 
number,  duty  station  or  home  address,  date,  item  and  quantity  of 
purchase 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Review  for  possibility  of 
resale 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Batch  files  by  date 

Retrievability:  Name 

Safeguards:  File  cabinet  in  locked  office 

Retention  and  disposal:  4  Months  -  disposed  through  commercial 
disposal  facilities 


System  managerfs)  and  address:  Commander,  Puget  Sound  Naval 
Shipyard,  Bremerton,  WA  98314  and  Navy  Exchange  Officer 
Notification  procedure:  Direct  inquiry  to  SYSMANAGER,  provid¬ 
ing  name  and  approximate  date  of  purchase 

Record  access  procedures:  The  agency’s  riiles  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Information  provided  by  the  individual. 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N00344  BP  714003 

System  name:  Youth  Activities  Association  Membership  Record 
System  location:  Commanding  Officer  Naval  Air  Station  FPO  San 
Francisco,  CA  9661 1 

Categories  of  individuals  covered  by  the  system:  All  el^ble  appli¬ 
cants  for  membership  in  non-appropriated  fund  recreational  activi¬ 
ties  for  youths 

Categories  of  records  in  the  system:  Membership  cards  (5  in.  x  7 
in.)  recording  personal  data  provided  by  individual  applicants 
Authority  for  maintenance  of  the  S3^m:  5  USC  301,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  used  exclu¬ 
sively  by  Military  Services  Department  to  record  membership 
status  in  th  youth  association,  to  verify  the  youth’s  eligibility  for 
participation  in  youth  activities,  to  identify  and  aid  in  the  location 
of  a  youth’s  sponsor  in  the  event  of  emergencies,  and  to  verify 
sponsor’s  agreement  to  provide  volunteer  assistance  in  furtherance 
of  youth  activities 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Card  file 
Retrievability:  By  sponsor’s  name 

Safeguards:  Card  file  is  in  Military  Services  Office,  marked  for 
official  use  only,  office  is  locked  after  normal  working  hours 

Retention  and  dkposal:  Kept  until  membership  status  terminates 
and  then  destroyed 

System  nunagerfs)  and  address:  Military  Services  Officer  Naval 
Air  Station  FPO  San  Francisco,  CA  9661 1 
Notification  procedure:  Individual  inquiries  to  be  made  in  person 
at  SYSMANAGER  address  above.  Requstor  to  provide  full  name 
and  military  status;  proof  of  identity  to  be  made  by  presentation  of 
military  identification  card  or  valid  driver’s  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  deteiminations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Individual  applicants  provide  all  infor¬ 
mation 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N00600-1NAVTIS 

System  name:  Naval  Schools/Training  Information  System. 

System  location:  Schools  and  other  training  activities  or  similar 
organizational  elements  of  the  Department  of  the  Navy  as  listed  in 
the  directory  of  Department  of  Navy  activities. 

Categories  of  individuals  covered  by  the  system:  Records  of 
present,  former,  and  prospective  students  at  Naval  schools  and 
other  training  activities  or  associated  educational  institutions  or 
Navy  sponsored  programs;  instructors,  staff,  and  support  person¬ 
nel;  participants  associated  with  activities  of  the  Naval  Education 
and  Training  Command,  including  the  Navy  Campus  for  Achieve¬ 
ment  and  other  training  programs;  tutorial  and  tutorial  volunteer 
programs;  dependents’  schoomig. 

Categories  of  records  in  the  system:  Schools  and  personnel  train¬ 
ing  programs  administration  arid  evaluation  records.  Such  records 
as  basic  identification  records  i.e.,  social  security  number,  name, 
sex,  date  of  birth,  personnel  records  i.e.,  rank/rate/grade,  branch  of 
service,  billet,  expiration  of  active  obl^ated  service,  professional 
records  i.e..  Navy  enlisted  classification,  subspecialty  codes,  test 
scores,  basic  test  battery  scores,  and  Navy  advancement  test 
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scores.  Educational  records  i.e.,  education  levels,  service  and 
civilian  schools  attended,  degrees,  majors,  personnel  assignment 
data,  course  achievement  data,  class  grades,  class  standing,  and  at¬ 
trition  categories.  Academic/training  records,  manual  and 
mechanized,  and  other  records  of  educational  and  professional  ac¬ 
complishment. 

Authority  for  maintenance  of  the  system:  S  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Schools  and  training  pro¬ 
grams  administration  and  evaluation.  Student  performance,  progres¬ 
sion  and  prediction;  instructors  performance;  organization^  and  ad¬ 
ministrative  control.  Internal  Navy  users  are  Chief  of  Naval  Per¬ 
sonnel,  Naval  education  and  training  command  activities  staff  per¬ 
sonnel.  Type  commanders;  Health/Science  Education  Training 
Center;  Cheif,  Bureau  of  Medicine  and  Surgery;  Commander  Naval 
Recruiting  Command,  and  to  other  Department  of  the  Navy  offi¬ 
cials  in  the  performance  of  personnel  training  functions.  Informa¬ 
tion  may  be  used  to  determine  course  and  training  demands, 
req'.urement,  and  achievements;  analyze  student  groups  or  courses; 
provide  academic  and  performance  evaluation  in  response  to  offi¬ 
cial  inquiries;  guidance  and  counseling  of  students;  preparation  of 
required  reports,  and  for  other  training  administration  and  planning 
purposes.  Internal  users  are  staff  and  faculty.  Information  is  pro¬ 
vided  to  officials  of  the  Department  of  Defense  on  ’need-to-know’ 
basis  in  the  performance  of  their  official  duties;  and  for  reporting 
to  other  government  agencies,  such  as  HEW.  It  may  be  provided  to 
such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  microform  or  in  file  folders,  card 
files,  file  drawers,  cabinets,  or  other  filing  equipment.  Automated 
records  may  be  stored  on  magnetic  tape,  discs,  punched  cards,  etc. 

Retrievability:  Social  security  number  and  name 

Safeguards:  Access  is  provided  on  a  'need-to-know'  basis  and  to 
authorized  personnel  only.  Records  are  maintained  in  controlled  ac¬ 
cess  rooms  or  areas.  Data  is  limited  to  personnel  training  associated 
information.  Computer  terminal  access  is  controlled  by  terminal 
identification  and  the  password  or  similar  system.  Terminal  identifi¬ 
cation  is  positive  and  maintained  by  control  points.  Physical  access 
to  terminals  is  restricted  to  specifically  authorized  individuals.  Pass¬ 
word  authorization,  assignment  and  monitoring  are  the  responsibili¬ 
ty  of  the  functional  managers.  Information  provided  via  batch 
processing  is  of  a  predetermined  and  rigidly  formatted  nature.  Out¬ 
put  is  controlled  by  the  functional  managers  who  also  control  the 
distribution  of  output. 

Retention  and  disposal:  Records  disposal  manual. 

System  managerfs)  and  address:  The  commanding  officer  of  the 
activity  in  question.  See  the  directory  of  Department  of  the  Navy 
mailing  addresses. 

Notification  procedure:  Apply  to  system  manager.  Requestor 
should  provide  his  full  name,  social  security  number,  military  or 
civilian  duty  status,  if  applicable,  and  other  data  when  appropriate, 
such  as  graduation  date.  Visitors  should  present  drivers  license, 
military  or  Navy  civilian  employment  identification  card,  or  other 
similar  identification. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Individuals,  schools  and  educational  in¬ 
stitutions,  Chief  of  Naval  Personnel,  staff  of  Naval  Education  and 
Training  Command  and  other  activities;  instructor  personnel;  and 
Commander,  Naval  Recruiting  Command. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N0529A  NAVJAG  5813-1 
System  name:  Court-Martial  Case  Report 

System  location:  Chief,  Navy-Marine  Corps  Trial  Judiciary, 
Washington  Navy  Yard,  Washington,  D.C.  20374 

Categories  of  individuals  covered  by  the  system:  All  individuals 
having  appeared  before  a  special  or  general  court-martial  within  the 
preceding  two  fiscal  years. 


Categories  of  records  in  the  svstem:  The  recording  of  the  Article 
violation  of  the  UCMJ,  the  plea,  the  finding,  the  Sentence  and 
other  related  information  concerning  the  trial. 

Authority  for  maintenance  of  the  system:  S  USC  301 ,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  formulate  status 
reports  provided  to  JAG  when  directed  by  him  to  do  so. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Stored  in  file  folders  by  circuit  and  fiscal  year 
Retrievability:  By  name  or  case  number 
Safeguards:  Personnel  screening,  visitor  control 
Retention  and  disposal:  Two  fiscal  years.  They  are  not  moved  to 
Record  Centers  but  are  disposed  of  after  two  fiscal  years  in  the 
same  manner  as  all  other  unclassified  material,  i.e.,  general  destruc¬ 
tion. 

System  inanager(s)  and  address:  Circuit  Military  Judge 

ATLANTIC  Judicial  Circuit 

Navy-Marine  Corps  Trial  Judiciary 

Washington  Navy  Yard 

Washington,  D.C.  20374 

Notification  procedure:  Write  to  address  listed  under 
SYSMANAGER.  Provide  full  name,  branch  of  service,  military 
status,  where  stationed  when  tried,  and  when  tried 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager 
Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager 

Record  source  categories:  Military  Judge  of  respective  individual’s 
court-martial 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N09191  POW  DEBRIEFS 

System  name:  Summary  debriefs  of  former  Prisoners  of  War. 

System  location:  Fleet  Aviation  Specialized  Operational  Training 
Group,  Pacific  Fleet,  Naval  Air  Station,  North  Island,  San  Diego, 
California  92135 

Categories  of  individuals  covered  by  the  system:  Former  Prisoners 
of  War  in  Southeast  Asia. 

Categories  of  records  in  the  system:  Synopsis  of  captivity  ex¬ 
periences  as  summarized  by  debriefers. 

Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Background  information 
on  captivity  experiences,  resistance  techniques,  and  survival 
aspects  including  indoctrination,  interrogation,  PW  organization, 
communications,  medical/isolation  conditions  and  facilities  for  use 
in  training  program.  Users  are  school  instructors/managers. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Name. 

Safeguards:  Need  to  know  certification,  locked  room,  limited  ac¬ 
cess  building  with  visitor  control,  GSA  Approved  Security  Con¬ 
tainer. 

Retention  and  disposal:  Held  indefinitely  in  support  of  training. 
System  manager(s)  and  address:  Commander,  Naval  Intelligence 
Command,  Naval  Intelligence  Command  Headquarters,  2461  Eisen¬ 
hower  Avenue,  Alexandria,  Virginia  22331. 

Notification  procedure:  Commanding  Officer  of  military  personnel 
submit  visit  request  (OPNAV  Form  5521-27)  to  Commanding  Of¬ 
ficer,  Fleet  Aviation  Specialized  Operational  Training  Group, 
Pacific  Fleet,  Naval  Air  Station,  North  Island,  San  Diego,  Califor¬ 
nia  92135.  Civilian  personnel  submit  request  to  System  Manager. 

Record  access  procedures:  The  Agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Debriefing  sessions  with  individual  con¬ 
cerned. 
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PRIVACY  ACT  ISSUANCES 


Systems  exempted  from  certain  provisions  of  the  act:  Farts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N09520  CMIS 

System  name:  Court-Martial  Index  and  Summary 
System  location:  Commander  Light  Attack  Wing,  U.  S.  Pacific 
Fleet.  Naval  Air  Station,  Lemoore,  California  93245 
Categories  of  individuals  covered  by  the  system:  Hvery  accused 
tned  by  court  martial  convened  by  a  subordinate  command 

Categories  of  records  in  the  system:  A  card  which  summarizes  the 
pertinent  information  from  a  record  of  trial  such  as  name,  rate, 
charges,  pleas,  findings,  sentence,  convening  and  supervisory 
authorities  actions. 

Authority  for  maintenance  of  the  system;  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Summarise  records  of 
trial  for  reviewing  officers  and  provide  an  alphabetical  index  for 
locating  filed  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  5’  X  7'  index  cards 
Retrievability:  Name 

Safeguards:  Maintained  in  manned  room  which  is  locked  during 
non- working  hours. 

Retention  and  disposal:  Maintained  for  five  years.  Destroyed  by 
burning. 

System  manager! s)  and  address:  Staff  Judge  Advocate,  Com¬ 
mander  Light  Attack  Wing,  U.  S.  Pacific  Fleet,  Naval  Air  Station, 
Lemoore,  California  93245 

Notification  procedure:  Information  can  be  obtained  by  writing 
SYSMANAGER  or  visiting  his  office  and  providing  full  name.  So¬ 
cial  Security  Account  Number  and  year  of  court-martial.  Military 
ID  card  or  driver’s  license  will  be  sufficient  for  visitors. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Record 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N30460(STUDENT) 

System  name:  Legal  Diary 

System  location:  Naval  Air  Technical  Training  Center,  Lakehurst, 
New  Jersey  08733 

Categories  of  individuals  eovered  by  the  system:  The  Legal  Diary 
contains  chronological  summaries  of  events/dispositions  of  in¬ 
dividuals,  both  staff  and  student,  which  cause  other  than  routine 
actions  to  be  taken  by  the  Legal  Division  of  the  Administrative  De¬ 
partment,  Naval  Air  Technical  Training  Center,  Lakehurst,  New 
Jersey. 

Categories  of  records  In  the  system:  The  Legal  Diary  is  composed 
of  8  1/2’  X  11  1/2’  pages  on  which  the  foUowii^  information  is 
recorded:  rate,  name  of  individual,  branch  of  service,  social  securi¬ 
ty  number,  and  summarized  chain  of  events  and  dispositions  in  the 
case  of  the  individual  related  to  discipline  and/or  legd  assistance. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  The  Legal  Diary  is  util¬ 
ized  to  document  legal  actions,  current  and  past,  and  aids  in  brief¬ 
ing  the  Commanding  Officer,  NATTCL  with  a  view  toward  proper 
disposition  of  current  cases.  Past  (closed)  cases  retained  on  file  are 
utilized  for  providing  precedence  for  current  cases,  and  answering 
higher  authority  with  regard  to  inquiry  of  past  cases  handled. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  Folders 
Retrievability:  Chronological 
Safeguards:  Locked  room 
Retention  and  disposal:  Two  years 

System  managerfs)  and  address:  Legal  Assistance  Referral  Of¬ 
ficer,  NATTCL 


Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  .Agencyls  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager 

Record  source  categories:  Police  I')epartmcnt/Courl  records,  mili¬ 
tary  security  records,  credit  organizations,  service  record  entries, 
military/civilian  hospitals. 

Sy.stems  exempted  from  ceitain  provisions  of  the  act:  None 
N30571  ,STAEMP/FININ 

System  name:  Statements  of  Employment  and  Financial  Interest 
System  location:  Organizatioiud  elements  of  the  Department  of 
the  Navy  as  listed  in  the  directory  of  Department  of  the  Navy  ac¬ 
tivities. 

Categories  of  individuals  covered  by  the  sy.stem:  Persons  filing  DD 
1555  or  DD  1555-1 

Categories  of  records  in  the  system:  DD  1555  or  DD  1555-1  and 
supplemental  lists  or  reports. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations  and  E.O.  11222. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  supervisors  and 
counselors  to  determine  whether  the  employee  has  or  may  have  a 
conflict  of  interest.  For  law  enforcement  and  investigatory  agen¬ 
cies,  such  as  the  Naval  Investigative  Service,  Federal  Bureau  of  In¬ 
vestigation,  and  Department  of  Justice,  to  handle  violations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  and  card  filos. 

Retrievability:  Name. 

Safeguards:  Safe  or  locked  file  cabinet  accessible  to  authorized 
personnel  only. 

Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual. 
System  manager(s)  and  address:  Commanding  Officer  or  head  of 
the  orgaruzation  in  question.  See  directory  of  Department  of  the 
Navy  mailing  addresses. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned,  his  supervisor, 
and  the  counselor. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N30640  NATTCL  1080/1 

System  name:  Students  Awaiting  Legal,  Medical  Action  Account 
System  location:  Naval  Air  Technical  Training  Center,  Lakehurst, 
New  Jersey  08733 

Categories  of  individuals  covered  by  the  system:  a.  The  student 
locator  card  file  contains  specific  data  on  all  student  personnel  as¬ 
signed  to  NATTCL,  whether  or  not  they  successfully  completed 
training.  A  dead  file  is  maintained  after  the  student  is  transferred. 

b.  The  'Others’  File  is  a  list  of  all  students  on  board  that  are  not 
enrolled  in  class.  Categories  include:  disciplinary,  medical,  and  ad¬ 
ministrative  (awaiting  orders,  port  calls,  passports,  humanitarian 
requests,  administrative  discharge). 

Categories  of  records  in  the  system:  a.  The  student  locator  card 
file  is  composed  of  4’  X  6’  cards  on  which  the  following  is 
recorded:  Name,  previous  conunand,  rate,  branch  of  service,  date 
of  transfer,  new  duty  station  and  command,  estimated  date  of  ar¬ 
rival,  standard  transfer  order  number,  and  rate  upon  departure. 

b.  The  following  information  is  included  on  students  listed  in  the 
’Others’  file:  date  of  hold,  type  of  hold,  estimated  period  of  hold, 
work  assignment,  parent  command  notification,  date  re-enrolled, 
availability  submission  (used  to  notify  Chief  of  Naval  Personnel  of 
member’s  availability  for  transfer),  date  orders  or  discharge 
authorization  received,  date  transferred,  and  remarks. 

Authority  for  nuuntenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  a.  The  file  is  used  rou- 
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tinely  to  verify  date  of  departure;  to  determine,  in  conjunction  with 
the  next  duty  station,  if  member  is  an  unauthorized  absentee;  to 
verify  attendance  and/or  completion  of  training;  to  answer  requests 
by  parents  who  do  not  know  the  school  or  class  which  member  is 
attending;  for  forwarding  official  correspondence. 

b.  This  file  is  utilized  to  maintain  accountability  of  ail  students 
not  eruoUed  in  class  to  ensure  the  appropriate  administrative  ac¬ 
tions  are  completed  in  a  tintely  manner  ensuring  minimum  delay  in 
the  training  pipeline.  The  file  is  utilized  daily  by  the  Student  Con¬ 
trol  Office  and  is  routed  periodically  to  the  Cotiuitanding  Officer 
via  the  Personnel  Officer,  Administrative  Officer,  and  Executive 
Officer. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  a.  Index  card  drawer 

b.  File  Folders 

Retrievability:  a.  Name 

b.  Name,  Rate,  Social  Security  Number 

Safeguards:  a.  Locked  room 

b.  Maintained  in  locked  room  -  accessibility  is  limited  to  the  Stu¬ 
dent  Control  Office  personnel.  Personnel  cSfficer,  Administrative 
Officer,  Legal  Officer,  Executive  Officer,  and  Commanding  Of¬ 
ficer. 

Retention  and  disposal:  a.  Two  years 
b.  Two  years 

System  managerfs)  and  address:  a.  Personnel  Office  Supervisor 
b.  Personnel  Office  Supervisor 

Notification  procedure:  a.  The  file  is  available  to  members  upon 
proper  identification. 

b.  The  file  does  not  contain  information  beneficial  to  the  in¬ 
dividual;  however,  with  proper  identification  any  student  can 
review  the  form  pertaining  to  himself.  This  may  be  accomplished 
by  presentation  of  military  I.D.  Card  to  a  responsible  petty  officer 
in  the  Student  Control  Office. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  a.  Official  documents  such  as  orders, 
assignment  directives,  and  service  records. 

b.  Sources  of  information  are:  NATTCL  Schools,  Medical 
Authorities,  Legal  Officer,  Transfer  Section  of  Personnel  Office, 
Drug  Exemption  Officer,  NATTCL  Duty  Office. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N31698.WHSP 

System  name:  White  House  Support  Program 
System  location:  Office  of  the  Administrative  Aide  to  the  Secreta¬ 
ry  of  the  Navy,  Navy  Department,  Washington,  D.C.  20350 
Categories  of  individuak  covered  by  the  system:  All  Navy  and 
Marine  Corps  military  and  civilian  personnel  who  have  been 
nominated  by  their  employing  activities  for  assigrunent  to  Pre¬ 
sidential  support  duties. 

Categories  of  records  in  the  system:  Personnel  records,  correspon¬ 
dence,  and  other  documents  and  records  in  both  automated  and 
noruutomated  form  concerning  classification,  security  clearances, 
assigrunent,  training,  and  other  qualifications  relating  to  suitability 
for  Presidential  support  duties. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301 
Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  , 
of  the  Department  of  the  Navy,  other  components  of  the  Depart¬ 
ment  of  Defense,  and  Executive  Office  of  t^  President  in  the  per¬ 
formance  of  their  official  duties  related  to  persormel  administration 
and  the  evaluation  and  nomination  of  individuals  for  assigrunent  to 
Presidential  support  duties;  officials  and  employees  of  otlwr  federal 
a^ncies  and  offices,  upon  request,  in  the  performance  of  their  of¬ 
ficial  duties  related  to  the  provision  of  Presidential  support  and  pro¬ 
tection;  the  Attorney  General  of  the  United  States  or  lus  authorized 
representatives  in  connection  with  litigation,  law  enforcement  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  le^  representative  of  the  Executive 
Branch  agencies.  General  use  and  purpose:  To  insure  that  only 


those  indiWduals  most  suitably  qualified  are  assigned  to  duty  in 
Presidentim  support  activities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stori^:  Automated  records  may  be  stored  on  magnetic  tapes, 
disc  drums,  and  on  punched  cards.  Manual  records  may  be  stored 
in  file  folders,  or  microform. 

Retrievability:  Manual  Records:  By  name  if  individual  has  been 
nominated  and  not  yet  approved.  By  OSD  approval  date  if  in¬ 
dividual  has  been  approved,  and  by  employing  activity  removal 
date  if  an  individual  is  removed  from  assignment  for  cause.  Auto¬ 
mated  records  may  be  retrieved  by  name,  social  security  number, 
and  control  number. 

Safeguards:  Records  are  afforded  appropriate  protection  at  aU 
times,  stored  in  locked  rooms  and  locked  file  cabinets,  and  are  ac¬ 
cessible  only  to  authorized  personnel  who  have  a  definite  need  to 
know  and  who  are  properiy  screened,  cleared,  and  trained. 

Rctcnthm  and  disposal:  Records  are  retained  or  disposed  of  in  ac¬ 
cordance  with  SECNAVINST  PS212.SB,  subj:  Disposal  of  Navy 
and  Marine  Corps  records.  ' 

System  managerfs)  and  address:  Administrative  Aide  to  the  Secre¬ 
tary  of  the  Navy,  Navy  Department,  Washington,  D.C.  203S0 

Notification  procedure:  Requests  from  individuals  by  correspon¬ 
dence  should  be  addressed  to  the  Office  of  the  Administrative  Aide 
to  the  Secretary  of  the  Navy,  Navy  Department,  Washington,  D.C. 
20350.  Visits  are  limited  to  the  Office  of  the  Adrninistrative  Aide  to 
the  Secretary  of  the  Navy.  Written  requests  should  contain  the  full 
name  of  the  individual  arid  his  social  security  number.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
ident^ication,  that  is,  driver’s  license,  etc.  etc. 

Record  accen  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  ageiKy’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individuaT  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy  and  other  Department  of  Defense  components; 
federal,  state,  and  local  court  documents;  civilian  and  military  in¬ 
vestigative  reports;  general  correspondence  concerning  the  in¬ 
dividual;  and  federal  and  state  agency  records. 

Systems  exempted  from  certain  provisioas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  system  manager. 

N3170gNC&PB 

System  name:  Naval  Clemency  and  Parole  Board  files 

System  location:  Naval  Clemency  and  Parole  Board,  Room  729, 
Ballston  Tower  2,  801  North  Randolph  Street,  Arlington,  Va.  22203 

Categories  of  individuals  covered  by  the  system:  Members  or 
former  members  of  the  Navy  or  Marine  Corps  whose  cases  have 
been  or  are  being  considered  by  the  Naval  Clemency  and  Parole. 
Board. 

Categories  of  records  in  the  system:  The  file  contains  individual 
applications  for  clemency  or  parole,  reports  and  recommendations 
thereon  indicating  progress  in  confinement  or  while  awaiting 
completion  of  appellate  review  if  not  confined,  or  on  parole;  cor¬ 
respondence  between  the  individual  or  his  counsel  and  the  Naval 
Clemency  and  Parole  Board  or  other  Navy  offices;  other  cor¬ 
respondence  concerning  the  case;  the  court-martial  order  and  staff 
Judge  Advocate’s  review;  and  a  summarized  record  of  the 
proceedings  of  the  Board. 

Authority  for  maintenance  of  the  system:  10  U.S.C.  874(a),  952-954 

Routine  i^es  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposm  of  snch  uses:  The  fUe  is  used  in  con¬ 
junction  with  periodic  review  of  the  member’s  or  former  member’s 
case  to  determine  whether  or  not  clemency  or  parole  is  warranted. 
The  file  is  referred  to  in  answering  inquiries  from  the  member  or 
former  member  or  their  counsels.  The  file  is  referred  to  by  the 
Navy  Discharge  Review  Board  and  the  Board  for  Correction  of 
Naval  Records  in  conjunction  with  their  subsequent  review  of  ap¬ 
plications  from  members  or  former  members.  Tlie  file  is  also  us^ 
by  counsel  in  connection  with  representation  of  members  or  former 
members  before  the  Naval  (Temency  and  Parole  Board. 

PoUdes  and  practfem  for  storing,  retrieving,  accesring,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  feeders. 
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PRIVACY  ACT  ISSUANCES 


Rctricvability:  Folders  are  filed  by  name  and  social  security 
number  or  service  number. 

Safeguards:  Files  are  kept  within  the  Naval  Clemency  and  Parole 
Board  administrative  office.  Access  during  business  hours  is  con¬ 
trolled  by  Board  personnel.  The  office  is  locked  at  the  close  of 
business;  the  building  in  which  the  office  is  located  employs  securi¬ 
ty  guards. 

Retentioa  and  disposal:  Files  are  permanent.  They  are  retained  in 
the  Naval  Clemency  and  Parole  Board’s  administrative  office  until 
all  portions  of  the  sentence  have  been  completed  and  the  discharge 
has  been  executed.  After  that  the  folders  are  sent  to  Washington 
National  Records  Center,  4025  Suitland  Road,  Suitland,  MD.  20023 

System  managerfs)  and  address:  Director,  Navy  Council  of  Per¬ 
sonnel  Boards,  Department  of  the  Navy,  801  North  Randolph 
Street,  Arlington,  Va.  22203 

Notification  procedure:  Information  may  be  obtained  from  the 
Naval  Clemency  and  Parole  Board,  Room  90S,  801  North  Randolph 
Street,  Arlington  Va.  22203,  Telephone  202/692-4592 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Information  contained  in  the  file  is  ob¬ 
tained  from  the  member  or  former  member  or  from  those  acting  in 
their  behalf,  from  confinement  facilities,  from  military  conunands 
and  offices,  from  personnel  service  records  and  medical  records, 
and  from  civilian  law  enforcement  agencies  or  individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  may  be  exempt  under  5  U.S.C.  552a(j)  or  (k),  as  ap¬ 
plicable.  For  additional  information  contact  the  system  manager. 

N31708NDRB 

System  name:  Navy  Discharge  Review  Board  Proceedings. 

System  location:  Navy  Discharge  Review  Board,  Room  910,  Ball- 
ston  Tower  2,  801  North  Randolph  Street,  Arlington,  Va.  22203 

Categories  of  individuals  covered  by  the  system:  Former  Navy  and 
Marine  Corps  personnel  who  have  submitted  applications  for 
review  of  discharge  or  dismissal  pursuant  to  10  USC  1553,  or 
whose  discharge  or  dismissal  has  been  or  is  being  reviewed  by  the 
Navy  Discharge  Review  Board,  on  its  own  motion,  or  pursuant  to 
an  application  by  a  deceased  former  member’s  next  of  kin. 

Categories  of  records  in  the  system:  The  file  contains  the  former 
member’s  application  for  review  of  discharge  or  separation,  any 
supporting  documents  submitted  therewith,  copies  of  correspon¬ 
dence  between  the  former  member  or  his  counsel  and  the  Navy 
Discharge  Review  Board  and  other  correspondence  concerning  the 
case,  and  a  summarized  record  of  proceedings  before  the  Board. 

Authority  for  maintemuicc  of  the  system:  10  USC  1553 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  file  is  used  in  con¬ 
junction  with  the  consideration  of  the  former  member’s  application 
for  review  of  discharge  or  dismissal  and  any  subsequent  application 
by  the  member.  The  file  is  referred  to  in  answering  inquiries  from 
the  former  member  or  counsel  regarding  the  action  taken  in  the 
former  member’s  case.  The  file  is  referred  to  by  the  Board  for  Cor¬ 
rection  of  Naval  Records  in  conjunction  with  its  review  of  any  sub¬ 
sequent  application  by  the  former  member  for  a  correction  of 
records  relative  to  the  former  member’s  discharge  or  dismissal.  The 
file  is  used  by  counsel  for  the  former  member,  and  by  accredited 
representatives  of  veterans’  organizations  recognized  by  the  Ad¬ 
ministrator  of  Veterans’  Affairs  under  38  U.S.C.  3402  and  duly 
designated  by  the  former  member  as  his  or  her  representative  be¬ 
fore  the  Navy  Discharge  Review  Board. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders;  plastic  recording  disks  and 
recording  cassettes. 

RetrievabilHy:  The  records  are  filed  by  name,  by  social  security 
number,  and  by  service  number. 

Safeguards:  Files  are  kept  within  the  Navy  Discharge  Review 
Board’s  administrative  office.  Access  during  business  hours  is  con¬ 
trolled  by  Board  personnel.  The  office  is  locked  at  the  close  of 
business;  the  building  in  which  the  office  is  located  employs  securi¬ 
ty  guards. 


Retentioa  and  disposal:  Files  are  permanertt.  They  are  retained  in 
the  Navy  Discharge  Review  Board^s  administrative  office  for  two 
years.  After  that  time,  they  are  sent  to  the  Federal  Records  Center, 
Suitland,  Maryland 

System  managerfs)  and  address:  Director,  Navy  Council  of  Per¬ 
sonnel  Boards,  Department  of  the  Navy,  801  North  Randolph 
Street,  Arlington,  Va.  22203 

Notification  procedure:  Information  may  be  obtained  from  The 
Navy  Discharge  Review  Board,  Room  905,  801  North  Randolph 
Street,  Arlington,  Va.  22203.  Telephone  202/692-4991 
Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  c^tain^  from  the  system  manager. 

Record  source  categories:  Information  contained  in  the  files  is  ob¬ 
tained  from  the  former  member  or  those  acting  on  the  former 
member’s  behalf,  from  military  personnel  and  medical  records,  and 
from  records  of  law  enforcement  investigations. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
N57043  NAVMAR4065 
System  name:  Commissary  Control  Program 
System  location:  Commander  in  Chief  Pacific  Representative, 
Guam  and  the  Trust  Territory  of  the  Pacific  Islands,  FPO  San 
Francisco  96630 

Categories  of  individuals  covered  by  the  system:  All  authorized 
commissary  patrons  on  Guam 

Categories  of  records  in  the  system:  Automated  master  tape, 
purchase  amounts,  abuser  notification  letters 
Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Quarterly  review  by 
authorized  personnel  to  identify  potential  abusers 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Master  tape,  punched  cards,  readout  lists,  file  folders  on 
purchase  entries  and  abuser  letters 
Retrievability:  Social  security  account  number 
Safeguards:  Maintained  in  file  cabinet  in  locked  office  spaces 
Retention  and  disposal:  Names  maintained  on  master  tape  and 
deleted  three  months  after  last  purchase 
System  managerfs)  and  address:  Commander  in  Chief  Pacific 
Representative,  Guam  and  the  Trust  Territory  of  the  Pacific  Islands 
Notification  procedure:  Apply  to  the  system  manager. 

Record  access  procedures:  The  agency  rules  for  access  to  records 
may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Individual  to  whom  records  pertain. 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N60258  002  ~ 

System  name:  Welfare  and  Recreation  Ticket  Selection  Program 
System  locatkm:  Commander,  Long  Beach  Naval  Shipyard,  Long 
Beach,  CA  90801 

Categories  of  individuals  covered  by  the  system:  All  On-Board  Em¬ 
ployees  of  the  Command 

Categories  of  records  in  the  system:  Name,  Shop,  Badge,  Date 
won.  Signature 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  award  tickets  to  em¬ 
ployees  on  a  random  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
.  and  disposing  of  records  in  the  system: 

Storage:  Computer  print-outs 

Retrievahility:  By  random  sequence  number  Indexed  to  Name, 
Shop  and  Badge  No. 

Safeguards:  Stored  in  a  locked  cabinet  in  the  Industrial  Relations 
Department 
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Rctentioa  and  dbpoaal:  Until  every  employee  has  been  awarded 
tickets. 

Syatetn  auinagcr(s)  and  addrcas:  Commander,  Lx)ng  Beach  Naval 
Shipyard,  Long  Beach,  CA  90801 

Notification  procedure:  Direct  inquiry  to  the  SYSMANAGER, 
providing  Shop,  Badge  and  Name 

Record  access  procedures:  The  Anncy’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Payroll  Master  File. 

Systenu  exempted  from  certain  provisioas  of  the  act:  None 
N60530  1 

System  name:  BIBLIOGRAPHY 

System  location:  Naval  Weapons  Center;  China  Lake,  Ca.  93SSS 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
NWC  who  have  authored  local  or  open  literature  publications  or 
who  have  been  granted  patents  or  a  notice  of  allowability  for  a 
patent. 

Categories  of  records  in  the  system:  Publications  and  patents  of 
activity  employees  with  a  summary  of  its  content. 

Authority  for  maintenance  of  the  system:  S  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  at  users  and  the  purposes  of  such  uses:  Primary  use  is  as  a 
technical  reference  document  for  scientific  and  engineering  litera¬ 
ture  published  by  the  Naval  Weapons  Center.  Users  are  headquar¬ 
ters  officers,  other  DOD  laboratories  in  all  three  services,  and 
private  industry  scientific  research  and  development  organizations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Official,  bound  publication 

Retrievability:  Name  of  author  or  inventor,  subject  of  publication 
or  patent,  or  number  of  publication  or  patent. 

Safeguards:  Document  is  kept  in  locked,  secured  area.  Individuals 
allowed  access  based  on  showing  of  need  to  know  and  proper 
security  clearance. 

Retention  and  disposai:  Indefinitely. 

System  managerfs)  and  address:  Head,  Informatin  Department, 
Naval  Weapons  Center,  China  Lake,  California  93555. 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  contacting  the 
,  system  manager  or  visiting  that  office.  Activity  security  badge  will 
constitute  proof  of  identity. 

I  Record  access  procedures:  The  Agency’s  rules  for  access  to 

t  records  may  be  obtained  from  the  System  Manager, 
f  Contesting  record  procedures:  The  Agency’s  rules  for  contesting 

-  contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  System  Manager. 

Record  source  categories:  The  authors  listed  and  the  departments 
in  which  they  are  employed. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
N61339  WA1144 

System  name:  Design  of  Training  Systems  Data  Base  -  Instructor 
File 

System  location:  Commanding  Officer  Fleet  Training  Center  Nor¬ 
folk.  VA  23511 

Categories  of  individuals  covered  by  the  system:  The  system  con¬ 
tains  records  on  each  instructor  assigned  to  the  Fleet  Training 
Center,  Norfolk,  Virginia. 

Categories  of  records  in  the  system:  The  Instructor  File  contains 
the  following  information;  Instructor  Number,  Name,  Initials, 
Rate/Rating,  Assigned  Department,  Reporting  Date,  Month/  Year 
Rotation  Date,  Contact  Hours  Available. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  con¬ 
tained  in  the  instructor  file  is  used  in  a  Research  and  Development 
effort  to  determine  the  feasibility  of  the  application  of  mathemati¬ 
cal  models  at  the  Fleet  Training  Center,  Norfolk,  Vi^nia  for  the 
management  and  control  of  instructor  resources.  The  internal  users 


of  this  system  are  the  Fleet  Training  Center,  Norfolk.  VA,  and  the 
Training  Analysis  and  Evaluation  Group,  Orlando,  Florida.  The 
system  was  developed  under  contract  by  t^  International  Business 
Machines  Corporation.  7900  N.  Astronaut  Boulevard,  Cape 
Canaveral,  Honda. 

Policies  and  practices  for  storing,  retrieving, 'accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  Disc 

Retrievability:  Instructor  Number 

Safeguards:  Sign-on  procedures  on  computer  terminal  with 
guarded  password  to  prevent  unauthorized  access. 

Retention  and  disposal:  The  instructor  records  are  q^ntained  to 
support  a  feasibility  study  under  a  research  and  development  con¬ 
tract.  The  contract  ends  in  September  1975  with  maintenance  of  the 
files  continued  until  1976.  If  the  results  of  the  study  prove  the 
feasibility  of  the  approach  the  system  would  be  appropriately 
modified  and  become  operational.  Otherwise,  the  system  records 
would  be  effectively  destroyed.  Records  have  been  effectively 
maintained  from  February  1975. 

System  marugerfs)  and  address:  Policy  Official 
Director 

Training  Analysis  and  Evaluation  Group 
Orlando,  Florida  32813 

Record  Holder 
Commanding  Officer 
Fleet  Training  Center 
Norfolk,  Virginia 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  writing  the 
SYSMANAGER  indicated,  giving  full  name,  instructor  number, 
and  service  time  attached  to  the  Fleet  Training  Center,  Norfolk, 
VA  as  an  instructor.  Personal  visits  to  the  SYSMANAGER  require 
the  same  information. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  SYSMANAGER. 

Record  source  categories:  Officer  Master  File  System,  Enlisted 
Master  File  System,  Navy  Intergrated  Training  and  Resources  Ad¬ 
ministration  System. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
N61581  LOGISTICS 

System  name:  Otsu  Prision  health  and  comfort  items 

System  location:  Commander  Fleet  Activities,  FPO  Seattle  98762 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  been  imprisoned  under  Japanese  Law  and  Jurisdiction  for 
various  offenses. 

Categories  of  records  in  the  system:  Record  of  requests  for, 
receipt  of,  and  issues  to  of  individuals  imprisoned  in  Otsu  Prison 
located  in  Yokosuka,  Japan. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmen¬ 
tal  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  billing  armed 
services,  other  than  Navy  and  Marine  Corps  for  items  of  health 
and  comfort  issued  to  their  personnel  imprisoned.  Billing  is 
prepared  in  accordance  with  existing  interservice  support  agree¬ 
ments  (ISSAS).  Additionally,  file  used  to  answer  complaints  in  in¬ 
stances  where  prisoners  contend  they  are  not  supported  properly. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoang  of  records  in  the  system: 

Storage:  File  folder. 

Retrievability:  Alphabetically  by  surname.  New  individual  files 
instituted  with  arrival  of  individual  in  prison.  Previous  files 
retrieved  to  semi-active  for  one  year  and  thereafter  destroyed 
without  report. 

Safeguards:  Files  maintained  in  locked  file  cabinet  in  locked  of¬ 
fice. 

Retention  and  disposal:  Destroyed  without  report  after  two  years. 

System  manager(s)  and  address:  Commander  Fleet  Activities, 
FPO  SeatUe  98762 
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PRIVACY  ACT  ISSUANCES 


Notifkatioii  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER  listed  above  and  provide,  as  a 
minimum,  the  following  information:  rank/  rate,  full  name,  branch 
of  service,  social  security  number.  Files  maintained  in  logistics 
within  command  and  requestors  may  visit  this  office  for  review  of 
their  files  during  normal  working  hours.  Proof  of  identification 
limited  to  Armed  Forces  Identification  Cards  or  Passports. 

Record  access  procedures:  The  agency's  rule  for  access  to  record 
may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Mana^r. 

Record  source  categories:  Prison  Officials. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N6258S  RATION  PERMITS 

System  name:  Ration  Card,  Luxury  Permit  Record  Cards. 

System  location:  Commander,  U.S.  Naval  Activities,  United 
Kingdom,  Box  60,  FPO  NY  09510 

Categories  of  individuals  covered  by  the  system:  Officer,  Enlisted 
and  civilian  component  personnel 

Categories  of  records  in  the  system:  Ration  Card/Luxury  Permit 
holders  are  entered  on  a  S'X8'  color  coded  cards,  which  are  con¬ 
tained  in  boxes  and  maintained  alphabetically.  Ration  Cards/Luxury 
Permit  are  registered  in  log,  showing  name  of  individual  and 
number  of  Ration  Card/Luxury  Permit  issued. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  useis  and  the  purposes  of  such  uses:  The  purposes  of  the 
maintenance  of  records  are  (1)  to  establish  strict  control  over  per¬ 
sons  entitled  to  acquire  tax-free  ration  items;  (2)  to  ensure  entitled 
personnel  do  not  obtain  more  than  one  ration  card/luxury  permit, 
and  (3)  for  the  purposes  of  inspection  by  officers  of  Her  Majesty’s 
Commissioners  of  Customs  and  Excise,  United  Kingdom,  with 
whom  Ration  Card  and  Luxury  Permits  program  was  originally 
negotiated  by  the  U.S.  military  authorities.  Access  to  records  is 
available  to  accredited  members  of  the  Naval  Investigative  Service 
Office  upon  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  lacords  in  the  system: 

Storage:  All  Ration  Card/Luxury  Permit  records  maintained  on 
5’X8’  cards  filed  and  listed  in  numerical  order  in  logs. 

Retrievability:  Name 

Safeguards:  Records  held  in  file  cabinets  in  space  maintained  by 
Enlisted  Personnel  Office  during  working  hours  and  locked  after 
working  hours. 

Retention  and  disposal:  All  records  maintained  for  duration  of 
tour  of  personnel  concerned.  Thereafter  destroyed  when  ration 
card/luxury  card  destroyed. 

System  managerfs)  and  address:  Commander,  U.S.  Naval  Activi¬ 
ties,  United  Kingdom,  Box  60,  FPO  NY  09510 

Notification  procedure:  Personnel  presenting  a  valid  military 
identification  card  or  Department  of  l5efense  identification  card  at 
this  office,  can  obtain  viewing  of  all  records  pertaining  to  them¬ 
selves.  No  procedures  exist  for  providing  this  type  of  information 
by  mail,  nor  is  it  normally  required  by  individuals. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Not  applicable 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
N62S8SPOV/GAS  RECORDS 

System  name:  Privately-owned  Tax-free  Vehicle  Record  Cards.  Tax- 
free  Gasoline  Record  Cards. 

System  location:  Commander,  U.  S.  Naval  Activities,  UK,  FPO 
NEW  YORK  09510 

Categories  of  individuals  covered  by  the  system:  Officers,  enlisted 
and  civilian  component  personnel. 

Categories  of  records  in  the  system:  Privately-owned  tax/free  vehi¬ 
cles  ai^  owners  are  entered  on  type-written  8’  x  5’  white  cards, 
which  are  contained  in  boxes  and  maintained  alphabetically. 


Gasoline  coupon  records  are  maintained  on  individually-completed 
green  8’  x  5*  c^s  (3AF  fORM  43)  AND  FILED  ALPHABETI¬ 
CALLY.  i.d.  windscreen  stickers  registered  in  log,  showing  name 
of  individual  and  sticker  number  allocated. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purposes  of  the 
maintenance  of  records  are  (I)  to  establish  strict  control  over  per¬ 
sons  entitled  to  acquire  tax-free  vehicles;  (2)  to  ensure  entitled  per¬ 
sonnel  do  not  obtain  gasoline  coupons  in  excess  of  their  entitle¬ 
ment,  and  (3)  for  purposes  of  inspection  by  officers  of  Her 
Majesty’s  Commissioners  of  Customs  and  Excise,  United  Kingdon, 
with  whom  the  tax  free  vehicle  and  gasoline  program  was  originally 
negotiated  by  the  U.  S.  military  authorities.  Access  to  records  is 
available  to  accredited  members  of  the  Naval  Investigative  Services 
Office  upon  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  vehicle  and  gasoline  records  maintained  on  8’  by  5’ 
cards.  I.  D.  Stickers  listed  numerically  in  register. 

Retrievability:  Name. 

Safeguards:  Records  held  in  file  cabinets  in  space  maintained  by 
Law  Center  personnel  when  unsecured  and  locked  when  not  so 
monitored. 

Retention  and  disposal:  All  records  maintained  for  duration  of 
tour  of  personnel  concerned.  Thereafter  destroyed  when  vehicle 
shipped  out  of  the  country  or  scrapped.  Gas  coupon  records 
destroyed  upon  tum-in  of  unused  coupons  on  departure  of  person¬ 
nel. 

System  managerfs)  and  address:  Commander,  U.  S.  Naval  Activi¬ 
ties,  UK  (Staff  Judge  Advocate) 

Notification  procedure:  Individuals  presenting  a  valid  military 
identification  card  or  Department  of  Defense  identification  at  the 
Office  of  the  Staff  Judge  Advocate,  U.  S.  Naval  Activities,  U.  K., 
can  obtain  viewing  of  all  records  pertaining  to  themselves.  No 
procedures  exist  for  providing  this  type  of  information  by  mail,  nor 
is  it  normally  required  by  individuals. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  system  manager. 

Record  source  categories:  Application  by  member. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N62695-01 

System  name:  Naval  Audit  Personnel  Development  System 

System  location:  Naval  Audit  Service  Headquarters,  P.O.  Box 
1206,  Falls  CTiurch,  Virginia,  22041 

Categories  of  individuals  covered  by  the  system:  All  personnel  em¬ 
ployed  by  the  Naval  Audit  Service. 

Categories  of  records  in  the  system:  Employee  audit  experience 
and  historical  career  development  data. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Audit  task  assigiunent 
and  future  career  development;  forecasting  talent  requirements. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape 

Retrievability:  Name,  SSN 

Safeguards:  Computer  System  Software;  code  word  access. 

Retention  and  disposal:  Records  retained  until  employee  retires,  is 
deceased,  or  leaves  Audit  Service  for  other  employment;  record  is 
then  destroyed. 

System  manager(s)  and  address:  Director,  Naval  Audit  Service  is 
overall  policy  official;  Director,  Education  and  Training  Division 
has  direct  control;  Naval  Audit  Service  HQ,  Falls  Church,  Va 
22041 

Notification  procedure:  Apply  to  System  Manager 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 
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Coatcstinf  record  procedure!:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Individual  concerned.  Standard  civilian 
personnel  files. 

Systeuu  exempted  from  certain  provisioas  of  the  act:  None 
N62769  02 

System  name:  Individual  Merchandise  Control  Record 

System  location:  Merchandise  Control  Offices: 

U.  S.Naval  Station,  Subic  Bay.  RP 

U.  S.Naval  Air  Station,  Cubi  Point,  RP 

U.  S.Naval  Communications  Station  Philippines,  San  Miguel, 

RP 

Categories  of  individuals  covered  by  the  system:  Individual  records 
are  maintained  on  each  person  issued  a  ration  card  for  purchasing 
purposes  at  the  various  bases  in  the  Philippines. 

Categories  of  records  in  the  system:  Purchases  of  individuals  while 
attached  for  duty  and  authorized  to  buy  items  during  their  tenure  in 
the  Philippines. 

Authority  for  maintenance  of  the  system:  Military  Bases  Agree¬ 
ment  and  subsequent  exchange  of  notes  between  the  Governments 
of  the  United  States  of  America  and  the  Republic  of  the  Philip¬ 
pines. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Monitoring  the  purchases 
of  individuals  to  insure  they  are  not  over  expending  their  purchase 
limitations  or  abusing  their  tax-free  privileges  afforded  them,  plus, 
identify  any  possible  blackmarketeering. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 

Retrievability:  Name 

Safeguards:  Only  authorized  employees  allowed  access  to  files, 
locked  cabinets. 

Retentkm  and  disposal:  If  no  violations  during  tour  -  destroyed 
immediately  upon  detachment;  if  minor  violations  -  destroyed  after 
three  months  of  detachment;  if  permanent  revocation  of  privileges 
invoked  -  record  kept  indefinitely. 

System  managerfs)  and  address:  Merchandise  Control  Officers, 
U.S.Naval  Station,  Subic  Bay;  U.S.Naval  Air  Station,  Qibi  Point; 
U.S.Naval  Communications  Station  Phil,  San  Miguel,  RP. 

Notification  procedure:  Individual  must  fill  out  merchandise  con¬ 
trol  information  form  upon  requesting  a  ration  card  be  issued.  Info 
provided  merchandise  control  officers.  Requester  must  provide 
merchandise  control  officer  with  his  name,  rank/rate/GS  rating, 
marital  status,  number  of  dependents,  age  of  dependents,  name  of 
parent  command  attached  to  in  the  Phillipines,  social  security 
number,  name  of  dependents;  individual  can  visit  merchandise  con¬ 
trol  office  applicable  to  their  command  for  record  maintenance. 
Military  ID  card  required. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesdttg  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appeaUng  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  System  Manager. 

Record  source  categories:  Personal  data  of  individual  and  depen¬ 
dents 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N6276903 

System  name:  International  Legal  Hold  Files 

System  locathm:  Office  of  the  Staff  Judge  Advocate,  Commander 
U.S.  Naval  Base  Subic,  FPO  San  Francisco  96651 

Categories  of  individuals  covered  by  the  system:  Military  person¬ 
nel,  members  of  the  civilian  component  and  their  dependents  who 
have  had  criminal  chaiges  lodged  against  them  in  the  Philippine  ju¬ 
dicial  system. 

Categories  of  recoob  in  the  system:  Case  and  card  fUes  containing 
copies  of  legal  documents  received  and  filed  relative  to  the  case, 
statements,  affidavits,  handwritten  notes,  and  other  miscellaneous 
data  about  the  particular  case. 

Authority  for  maintenance  of  the  system:  S  USC  301 


Routine  uses  of  records  maintained  in  the  nrstem,  incIwUng  ntego- 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Filipino  civilian 
attorney  representing  accused,  by  the  military  legal  advisor,  and  by 
personnel  making  reports  required  by  higher  authority. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  and  file  cards. 

Retrievability:  Files  are  retrieved  by  name. 

Safeguards:  Only  personnel  in  international  law  deparUnent  are 
authorized  access.  Building  is  kept  locked  when  not  occupied. 
Retention  and  disposal:  Per  SECNAV  Records  Disposal  Manual 
System  managerfs)  and  address:  Staff  Judge  Advocate,  Com¬ 
mander  U.S.  Naval  Base  Subic,  FPO  San  Francisco  96651 
Notificatioo  procedure:  Requester  can  write  to  system  manager 
giving  name,  rate  and  service  number  or  report  to  room  202,  build¬ 
ing  156,  U.S.  Naval  Base,  Subic  Bay.  Military  ID  or  any  standard 
ID  showing  applicants  photo  will  be  sufficient  for  personal  visitors. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  System  Manager. 

Record  source  categories:  niilippine  Jucidial  System,  accused,  at¬ 
torneys  representing  accused,  military  legal  advisor,  Provost 
Marshal’s  Office,  witnesses,  and  the  complainant. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N62932  COMSYSTOSHOPRE 

System  name:  Commissary  store  monetary  allowance  records 
System  location:  Officer  in  Charge 
Commissary  Store  Region,  Taipei 
Box  23  APO  San  Francisco  %263 

Categories  of  individuals  covered  by  the  system:  Active  and 
selected  retired  members  of  the  armed  forces  and  their  dependents 
stationed  in  or  visiting  Taiwan.  DOD  or  State  Department  spon¬ 
sored  civilians  and  their  dependents  working  in  or  visiting  Taiwan. 
Retired  members  of  the  am^  forces  and  their  dependents  residing 
in  Taiwan  when  specifically  authorized  by  the  governments  of  the 
Republic  of  China  and  the  United  States,  as  stip^ted  in  the  status 
of  forces  agreement. 

Categories  of  records  in  the  system:  Temporary  monetary  al¬ 
lowance  card,  permanent  monetary  allowance  card,  armed  forces 
and  dependents  identification  cards,  coimnissary  and  Navy 
exchange  privilege  cards.  ^ 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  monitor  actual 
purchases  by  individual  patrons  and  comparison  with  their  moneta¬ 
ry  purchase  limitations.  On  occasion  and  with  proper  request  from 
t^  Headquarters  Support  Activity  Provost  Marshal  Office  or  the 
Naval  Investigative  ^rvke,  reproduction  of  these  records  are 
made  and  tuin^  over  to  the  agents  of  the  aforementioned  agencies 
personally. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  8  x  10  cards 

Retrievability:  Local  conunissary/navy  exchange  privilege  card 
number 

Safeguards:  During  business  hours  a  contiiKMis  watch  is  posted  on 
the  files  with  a  minimum  number  of  military  and  local  national  em¬ 
ployees  authorized  access.  During  non-working  hours  the  area  is 
locked  and  sealed.  However,  the  desk  drawer  holding  the  files  is  an 
’open  top’  type  and  does  not  have  locking  capability. 

Retention  and  disposal:  Six  months  after  members’  detachment, 
cancellation,  completion  or  expiration  of  privilege  cards. 

System  managerfs)  and  address:  Conurumder,  U.S.  Taiwan 
Defense  Conunand,  FPO  San  Francisco  96263 
Notification  procedure:  These  monetary  allowance  cards  contain 
the  following  infoimation:  name,  total  monthly  purchase  limita¬ 
tions,  actual  monthly  purchases  and  commissary/  navy  exchange 
privilege  card  numbers.  They  are  handed  t^  patrons  upon  presenta¬ 
tion  of  proper  credentials  (e.g.  identification  card  and  commissary 
store/navy  exchange  privilege  card).  The  patron  surrenders  his 
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monetary  allowance  card  to  the  cash  register  operator  when 
shopping  is  completed  and  he  is  paying  for  purchases.  The  cash  re¬ 
gister  operator  then  enters  the  total  monetary  amount  of  purchase 
made  at  that  time. 

Record  access  procedures;  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Maiuiger. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting  . 
contents  and  appeahng  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Monetary  allowance  cards  are  issued  by 
the  Area  Coordinating  Officer,  Taipei  (Cominanding  Officer, 
Headquarters  Support  Activity,  Repubuc  of  China,  Box  25  APO 
San  Francisco  %263) 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N63110  ATJ 

System  name:  Aviation  Training  Jacket 

System  location:  The  Aviation  Training  Jacket  accompanies  the 
individual  student  to  each  Naval  Air  Command  as  he  progresses  in 
the  training  program.  Upon  completion  or  termination  of  training, 
the  Aviation  Training  Jacket  is  forwarded  to  the  following  com¬ 
mand: 

Chief  of  Naval  Air  Training 
Naval  Air  Station 
Corpus  Christi,  TX,  78419 

Categories  of  individuals  covered  by  the  system:  All  naval  aviators, 
naval  flight  officers,  naval  flight  surgeons,  aviation  warrant  of¬ 
ficers,  and  precommissioning  training  for  aviation  maintenance  duty 
and  aviation  intelligence  officers.  This  includes  records  in  the 
above  categories  for  individuals  who  do  not  complete  prescribed 
training. 

Categories  of  records  in  the  system:  Aviation  flight  training,  prac¬ 
tical  and  academic  grade  scores,  including  pre-training  aviation  test 
battery  scores. 

Authority  for  maintenance  of  the  system:  S  USC  301,  DEPART¬ 
MENTAL  REGULATIONS 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Evaluation  of  individual 
training  progress  and  evaluation  of  training  systems  including  stu¬ 
dies  and  statistical  analysis  of  training  matters  within  the  Naval  Air 
Training  Command.  Summaries  of  training  provided  to  other  Naval 
commands  where  further  training  is  required.  Academic  transcripts 
provided  to  educational  institutions  upon  individual  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  in  metal  filing  cabinets. 

Retrievability:  Name  and  date  of  designation,  completion  or  ter¬ 
mination  of  training. 

Safeguards:  Access  is  restricted  to  the  individual  or  those  who 
maintain  training  records  and  those  who  are  directly  involved  with 
the  individual’s  training  or  evaluation.  The  file  cabinets  containing 
the  jackets  are  in  command  areas  under  normal  military  24  hour 
security  measures. 

Retention  and  disposal:  Retained  at  the  Chief  of  Naval  Air  Train¬ 
ing  headquarters  for  six  months,  then  transferred  to  the  Federal 
Records  Center,  East  Point,  GA.  Retained  for  75  years 
(SECNAVINST  5212.5B). 

System  manager(s)  and  address:  Chief  of  Naval  Air  Training, 
Naval  Air  Station,  Corpus  Christi,  TX  78419 

Notification  procedure:  The  individual  is  informed  that  the  Avia¬ 
tion  Training  Jacket  is  being  maintained  and  has  ready  access  to  it 
during  training.  After  training,  he  can  submit  written  request  to  the 
system  manager  listed  above  and  must  provide  name,  social  securi¬ 
ty  number  or  officer  file  number,  and  date  of  completion  or  ter¬ 
mination  of  training.  Personal  vistors  can  provide  proof  of  identity 
by  military  identification  card,  active  or  retired,  or  driver’s  license 
and  some  record  of  naval  service. 

Record  access  procedures:  The  agency’s  rides  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Prior  educational  experience,  flight 
grades,  academic  grades  supporting  flight  training,  physical  fit¬ 
ness/survival/swimming  proficiency,  aviation  physiology  training 
and  qualifications,  and  biith  certificate. 


Systems  exempted  from  certain  provisions  of  the  act:  None 
NUllO  FIST 

System  name:  Flight  Instruction  Standardization  and  Training 
(FIST)  Jacket 

System  location:  The  FIST  jacket  is  located  at  the  various  Naval 
Air  Training  Commands  where  the  individual  may  be  assigned.  The 
following  command  can  be  contacted  to  determine  the  location  of 
any  specific  command.  Chief  of  Naval  Air  Training  Naval  Air  Sta¬ 
tion  Corpus  Christi,  TX  78419 

Categories  of  individuals  covered  by  the  systm:  All  naval  aviators 
and  naval  flight  officers  assigned  to  duty  as  instructors  within  the 
Naval  Air  Training  Command. 

Categories  of  records  in  the  system:  A  record  of  flight  instruction 
standanlization  and  training  required  of  naval  aviators  and  naval 
flight  officers  assigned  duty  as  instructors. 

Authori^  for  maintenance  of  the  system:  5  USC  301,  Departmen¬ 
tal  regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Scheduling  of  training 
flights.  Qualification  and  designation  as  a  flight  instructor.  Initi^ 
qualification  and  re-designation  in  type  aircraft  to  instruct.  Used  by 
Conunanding  Officers  and  training  personnel  of  the  command  to 
which  the  individual  is  assigned.  Administration  of  the  FIST  Pro¬ 
gram. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  in  metal  file  cabinets. 

Retrievability:  Name,  rank,  and  social  security  number. 

Safeguards:  Access  is  restricted  to  the  individual,  his  command¬ 
ing  officer,  or  those  involved  in  maintaining  training  records.  The 
file  cabinets  containing  the  jackets  are  in  command  areas  under 
normal  military  24  hour  security  measures. 

Retention  and  disposal:  Jackets  are  retained  in  the  individual’s 
command  until  detachment,  at  which  time  it  is  given  to  the  in¬ 
dividual. 

System  managerfs)  and  address:  Chief  of  Naval  Air  Training, 
Naval  Air  Station,  Corpus  Christi,  TX  78419 
Notification  procedure:  The  individual  is  informed  that  the  FIST 
jacket  is  being  maintained,  participates  in  its  development  and,  ad¬ 
ditionally,  is  required  to  review  the  jacket  with  his  instructor 
periodically. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
content  and  appealing,  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Academic  tests  Flight  performance 
evaluation  Check  fli^t  evaluation  Instructor’s  evaluation  Com¬ 
mand  determinations  Personal  input 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N63116  MASTER  RLE 

System  name:  Naval  Health  Research  Center  Date  File 
System  location:  Naval  Health  Research  Center,  San  Diego, 
Caltfornia  92152 

Categories  of  individuals  covered  by  the  system:  Navy  and  Marine 
personnel  on  active  duty  since  I960  to  date.  Civilians  taking  part  in 
Operation  Deep  Freeze,  1964  to  date. 

Categories  of  records  in  the  system:  Extracts  of  information  from 
official  medical  and  personnel  records  as  well  as  information  deal¬ 
ing  with  biographical,  attitudes,  and  questions  relating  to  health  pat¬ 
terns  during  active  service. 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  includ^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Users  are  military  and 
’  civilian  research  personnel  of  this  command.  Inquiries  are  answered 
from  the  Bureau  of  Medicine  and  Surgery  and  The  Naval  Medical 
Research  and  Development  Command,  as  well  as  other  medical 
research  activities  in  the  Department  of  Navy  relative  to  the  types 
and  frequency  of  illnesses  in  Navy  and  Marine  Corps  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  rfwpnrfng  of  records  in  the  system: 

Storage:  Prinicpal  medium  is  magnetic  tape  with  file  and  punch 
card  back-up  as  required. 
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RctrIcvabllUy:  Retrievability  is  by  Social  Security  number  or  ser¬ 
vice  number  as  appropriate  for  military  and  former  military  person¬ 
nel.  Civilians  are  by  name  only. 

Safeguards:  Access  to  Information  on  magnetic  tape  is  restricted 
to  authorized  personnel  only  by  means  of  a  password. 

RetenUoa  and  diapoaal:  Since  the  information  in  this  file  is  used 
to  study  longitudinaJ  health  patterns,  and  as  a  basis  for  comparison 
of  changes  in  health  patterns  over  long  periods  of  time,  they  are 
most  carefully  maintained.  As  information  is  transferred  from 
research  forms  to  magnetic  tape,  those  forms  and  the  punch  cards 
resulting  from  them  are  destroyed  as  the  need  for  maintenance  of  a 
back-up  capability  no  longer  exists.  The  spaces  occupied  by  this 
command  are  in  military  compounds  with  limited  access  and 
established  security  patrols. 

System  managerfs)  and  address:  Head,  Programming  Branch, 
Naval  Health  Research  Center,  San  Diego,  California  92152. 

Nottfkatlon  procedure:  Navy  and  Marine  Corps  personnel  and 
former  serving  members  must  provide  a  social  security  number  or 
service  number  as  appropriate,  give  the  branch  of  service,  and 
years  of  active  duty.  'Civilians  in  Operation  Deep  Freeze  must 
identify  themselves  by  full  name  and  the  year  in  which  they  win¬ 
tered  over.  ^ 

Record  access  procedures:  The  agency’s  rules  for  contesting  con¬ 
tents  and  appeaung  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

CoBtesdng  record  procedures:  The  agency’s  rules  for  contesting 
contents  anid  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  System  Manager. 

Record  source  categories:  Information  is  derived  from  (a)  Medical 
Treatment  Record  Systems,  including  medical,  dental,  health 
records,  inpatient  treatment  records  and  outpatient  treatment 
records,  (b)  Personnel  Records  System  and  Personnel  Rehabilita¬ 
tion  Support  System,  (c)  Enlisted  Master  File,  (d)  information  pro¬ 
vided  by  the  members  themselves  on  a  volunteer  basis  in  response 
to  specific  research  questionnairs  and  forms,  and  (e)  information 
provided  by  the  members’  peers  and  superiors. 

Systcuia  exempted  from  certain  provisioas  of  the  act:  None. 

N63116  POW/MU  FILE 
System  name:  pow/mia  captivity  studies 
System  location:  Naval  Health  Research  Center,  Center  for 
Prisoner  of  War  Studies,  San  Diego,  California  921 S2 
Categories  of  individuals  covered  by  the  system:  Files  are  main¬ 
tained  by  Code  on  all  milita^  and  civilian  returned  prisoners  of 
war,  and  on  the  families  of  military  POW/MIAs,  civilian  POWs  and 
military  KIAs. 

Categories  of  records  in  the  system:  Files  consist  of  intelligence 
debriefing  material,  microfilm  and  microfiche  copies  of  medical 
records.  X-rays,  dental  and  somatotype  photographs,  newspaper 
clippings,  individual  and  family  research  questionnaires. 

Authority  tor  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Files  are  converted  to 
group  statistics  and  are  used  for  research  into  the  effects  of  the 
captivity  expcnence  on  the  man  and  his  family  and  for  recommend¬ 
ing  changes  in  training  and  improved  health  care  delivery  services, 
as  well  as  for  professional  pubucations. 

Professional  Staff,  Center  for  Prisoner  of  War  Studies;  Research 
Staff,  Naval  Aerospace  Medical  Institute,  Pensacola,  Florida; 
Research  Staff,  Brooke  Army  Medical  Center,  San  Antonio,  Texas. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Files  consist  of  file  folders,  magnetic  and  video  tapes, 
key-punched  IBM  cards,  computer  tapes,  microfiche  and  microfilm. 
Retrievability:  Files  are  retrieved  by  code  number. 

Safeguards:  Files  are  maintained  by  code  in  locked  file  cabinets 
within  a  vault  with  24-hour  sensor  security.  There  is  personal 
screen!^  of  all  visitors,  and  build^  is  in  a  classified  area.  Only 
professional  research  personnel  with  security  clearance  are  given 
access  to  file  codes. 

Retention  and  disposal:  The  files  will  be  maintained  as  long  as 
there  is  an  ongoing  program  of  captivity  research;  with  destruction 
of  codes  when  files  are  closed. 

System  managerfs)  and  addrem:  Head,  Environment  Stress 
Branch,  CPWS 


Notification  procedure:  Write:  Director,  Center  for  Prisoner  of 
War  Studies,  Naval  Health  Research  Center,  San  Diego,  Ca.  921 52, 
providing  full  name,  military  or  civilian  status,  POW  status,  securi¬ 
ty  clearance,  and  service  affiliation. 

Record  accem  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System’s  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  c^tain^  from  the  System  Manager. 

Record  source  categories:  All  information  contained  in  files  was 
obtained  through  personal  interviews  with  returned  POWs,  families 
of  POW/MIA/KIA/civilian  POWs,  through  intelligence  debriefings 
at  time  of  repatriation,  newspapers  and  periodicals,  and  from 
materials  supplied  by  the  Department  of  the  Army  (Office  of  the 
Surgeon  General  and  Army  Intelligence);  Department  of  the  Navy 
(Bureau  of  Medicine  and  Surgery  and  Naval  Intelligence);  and 
Marine  Corps  Headquarters. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N6328S  ADMIN 
System  name:  Administrative  Files  System 

System  location:  Naval  Investigative  Service  (NIS)  Headquarters 
2461  Eisenhower  Avenue,  Alexandria,  Va.  22331 

Decentralized  Segments  -  Naval  Investigative  Service  Offices 
(NISOs)  retain  duplicate  copies  of  certain  segments  of  the  adminis¬ 
trative  files.  Addresses  of  these  offices  are  included  in  the  directo¬ 
ry  of  Department  of  the  Navy  mailing  list. 

Categories  of  individuals  covered  by  the  system:  Past  and  present 
civilian,  military  and  foreign  national  personnel  assigned  world¬ 
wide  NIS. 

Categories  of  records  in  the  system:  Personnel  Management 
System  -  an  automated  management  information  and  statistical 
system  containing  all  needed  items  of  personnel  information. 

Special  Agent  Career  Development  Files  -  a  compendium  of  Civil 
Service  Performance  Evaluation  and  Ratings  and  all  correspon¬ 
dence  unique  to  the  NIS  Special  Agent,. including  annual  physical 
examinations,  which  has  a  bearing  on  world-wKle  assi^iability, 
promotion  and  general  career  assessment. 

Weapons  Inventory  File  -  an  automated  file  containing  the  cre¬ 
dential  number,  bad^,  weapons  and  handcuffs  assigned  to  each 
NIS  criminal  investigator. 

Personnel  Security  Clearance  File  -  an  automated  file  containing 
the  classified  material  access  level  and  date  of  last  security 
clearance  for  assigned  civilian  and  military  persormel  of  NIS. 

Personnel  Utilization  Data  File  -  an  automated  file  designed  to 
provide  statistical  information  regarding  the  manner  by  which 
available  NIS  manhours  are  expended  in  the  execution  its  as¬ 
signed  investigative  and  counterintelligence  mission.  The  file  is 
formed  by  the  submission  (monthly)  of  individual  manhour  diaries. 
All  assigned  personnel  input  to  this  system;  their  manhours  are 
categorized  by  function. 

Freedom  of  Information  and  Privacy  Requests  File.  Records 
relating  to  requests  for  information  pursuant  to  the  Freedom  of  In¬ 
formation  Act  and  the  Privacy  Act  of  1974,  and  responses  thereto. 
Duplicate  copies  are  also  detained  by  the  Naval  Intelligence  Com¬ 
ma^,  2461  Eisenhower  Avenue,  Alexaruhia,  Va.  22331. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301;  Depart¬ 
mental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Personnel  Manage¬ 
ment  System  is  used  in  preparation  of  virtually  all  personnel  docu¬ 
ments  and  personnel  gtatisti^  studies.  It  provides  such  information 
as  the  average  grade,  the  total  number  arid  composition  of  person¬ 
nel  at  each  NIS  component  and  the  past  assignmnts  of  personnel. 
It  is  used  on  a  daily  basis  by  personnel  technicians  and  manage¬ 
ment  level  persormel  in  the  formation  and  execution  of  staffing  ac¬ 
tions  for  the  various  NIS  components,  informal  verification  of  em¬ 
ployee’s  tenure  and  the  compilation  of  necessary  statistical  studies. 

Special  Agent  Career  Development  Files  -  The  information  in 
these  files  is  used  for  within-agency  decisions  regarding  reassign¬ 
ment,  promotion,  career  training  and  long-range  developrnent  They 
form  within-agency  repository  for  both  adverse  and  favoraUe  docu¬ 
ments  regarding  Special  Agents.  The  files  have  a  loi^-range  fuction 
-  that  of  forming  the  basis  for  law  enforcement  retirement  service 
certification.  Though  part  of' the  file  is  duplicated  in  the  Official 
File  maintained  by  the  Civilian  Personnel  Office,  the  Special  Agent 
Career  Development  file  is  considered  priviledg^  information  and 
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its  contents  are  not  released  outside  NIS.  Within  NIS,  the  files  are 
maintained  and  controlled  exclusively  within  the  Career  Services 
Division,  NIS  Headquarters  and  by  assigned  personnel  to  that  Divi¬ 
sion.  The  files  are  released  for  review  only  to  senior  management 
personnel  of  NIS. 

Weapons  Inventory  File  -  used  to  identify  and  inventory  cre¬ 
dentials,  weapons,  badges  and  handcuffs  issued  to  authorized  NIS 
personnel. 

Personnel  Security  Cleamace  File  -  used  to  informally  verify  and 
authenticate  securi’y  clearances  issued  to  NIS  persoiuiel.  The  file 
has  a  daily  working  purpose  of  acting  as  a  check  sheet  for  the  up¬ 
dating  of  security  clearances.  It  further  is  the  file  referred  to  when 
the  (hrector,  NIS,  is  required  to  certify  th  access  level  of  certain 
assigned  NIS  personnel  to  other  Navy  commands  as  well  as  civilian 
contractors. 

Personnel  Utilization  Data  File  -  a  statistical  file  from  which  an 
indepth  analyses  of  manhour  expenditures  are  surveyed.  The  file  is 
highly  automated  and  used  exclusively  within  NIS.  The  various 
analyses  drawn  from  the  file  are  used  to  modify  the  staffing  levels 
at  various  NIS  components  based  on  actual  work  level.  It  further 
provides  a  tool  to  NIS  management  to  gauge  the  efficiency  of  all 
components  by  comparing  their  workload  with  the  amount  of  man¬ 
hours  available. 

The  records  in  this  system  are  referred,  as  appropriate  to 
authorized  governmental  units,  such  as  Office  of  Civil^  Man¬ 
power  Management  and  Civil  Service  Commission,  making  various 
personnel  determinations,  e.g.,  retirement,  awards,  disciplinary  ac¬ 
tion;  to  law  enforcement  personnel  conducting  criminal  or  suitabili¬ 
ty  investigations;  to  DoD  components,  other  agencies  or  industrial 
firms  requiring  confirmation  of  security  clearance  level;  to  higher 
authority  for  statistical  purposes;  limited  response  to  credit  queries; 
and  medical  records  to  personal  physicians. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  Personnel  Management  System,  Weapons  Inventory 
File,  Personnel  Security  Clearance  File  and  the  Personnel  Utiliza¬ 
tion  Data  File  are  stored  on  magnetic  tape  in  an  automated  system. 
The  Personnel  Management  System  is  composed  of  visible  file 
cards  and  computer  pai>er  printouts;  the  Personnel  Security 
Clearance  File  is  composed  of  computer  paper  printouts  and  as¬ 
sociated  Department  of  Defense  security  certification  documents, 
the  latter  being  filed  in  individual  file  folders;  the  Weapons  Inven¬ 
tory  File  and  the  Personnel  Utilization  Data  File  are  composed  of 
computer  paper  printouts  only. 

The  Special  Agent  Career  Development  files  are  composed  exclu¬ 
sively  of  paper  records  in  file  folders. 

Retrievability:  Information  is  accessed  and  retrieved  by  name 
only  in  the  Special  Agent  Career  Development  File.  The  Weapons 
Inventory  File  is  queried  by  either  name  only  or  by  item  number 
(i.e.,  badge,  credential,  weapon,  handcuff  seri^  number). 

The  Personnel  Management  System  is  accessed  by  name  and 
SSAN;  retrieval  is  by  individual  data  characteristic  such  as  GS- 
^de  level,  duty-station,  specud  qualifications,  language  qualifica¬ 
tions  or  it  my  be  retrieved  by  name  only  or  in  conjuction  with  the 
SSAN. 

The  Personnel  Utilization  Data  File  is  normally  accessed  and 
retrieved  by  location  and  functional  category  of  employment  (i.e.. 
Special  Agent,  clerical,  etc.).  The  capability  exists,  however,  to 
retrieve  by  SSAN.  The  Personnel  Security  Classificaton  File  is  a 
subordinate  file  to  the  Personnel  Management  System.  Accession  is 
by  name  and  SSAN.  Retrieval  is  accomplished  by  computer  paper 
printout  in  both  alphabetical  and  duty-station  format. 

Safeguards:  All  files  in  this  system  are  protected  by  limited,  con¬ 
trolled  access,  safes,  and  locked  cabinets  and  doors.  Futher,  visitor 
control  and  secure  computer  software  measures  (where  applicable) 
are  utilized. 

Retentloa  and  disposal:  Personnel  indexed  in  the  Personnel 
Management  System  and  the  Personnel  Security  Clearance  File  are 
deleted  from  the  magnetic  tape  data  storage  upon  termination  of 
employment.  Residual  paper  records  cue  retained  from  two  to  five 
years. 

Personnel  indexed  in  the  Weapons  Inventory  File  are  deleted  at 
such  time  as  assigned  equipment  is  returned  and  accounted  for. 
Residual  paper  printouts  are  destroyed  at  least  semi-annually. 

The  Specif  Agent  Career  Development  Files  are  semi-permanent 
and  are  retained,  at  least  in  essenticu  skeletal  format,  indefinitely. 

SystMB  Banagerfs)  and  addrc»:  Director,  Naval  Investigative  Ser¬ 
vice,  2461  Eisenhower  Avenue,  Alexandria,  Va.  22331. 


Notifkatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager,  above.  Individuals  submitting 
requests  should  provide  their  full  name,  date  of  birth,  SSAN  and 
dates  of  employment  or  assignment  with  NIS. 

In  the  case  of  personal  visits,  individuals  requesting  access  to 
files  in  this  system  will  be  required  to  present  reasonable  proof  of 
identity  to  minimally  include  a  drivers’  license  or  similar  dwument 
at  least  one  of  which  must  bear  a  current  photograph  and  be  able  to 
provide  (orally)  some  element  of  unique  identifying  data  such  as 
name  of  spouse  or  a  past  duty-station  with  NIS. 

Record  acces  procedures:  Access  to  files  in  this  system  may  be 
gained  by  written  notification  or  personal  visit  to  the  Naval  In¬ 
vestigative  Service  Headquarters  at  the  location  specified  above. 
Requests  should  be  directed  to  the  Information  and  Privacy  Coor¬ 
dinator. 

Contesting  record  procedures:  The  agency’s  rule  for  access  to 
records  and  for  contesting  contents  and  appei^ng  initial  determina¬ 
tions  by  the  inividual  concerned  may  be  obtained  from  the  system 
manager. 

Record  source  categories:  In  the  case  of  Personnel  Management 
System  and  the  Personnel  Utilization  Data  System,  the  individual 
employee  is  the  prime  source  of  information  both  for  initial  access 
to  the  files  as  well  as  periodic  update.  The  Personnel  Security 
Clearance  File  information  is  obtained  as  a  sub-file  to  the  Personnel 
Management  System.  The  information  for  the  Weapons  Inventory 
File  is  obtained  from  personnel  charged  with  the  issuance  of  vari¬ 
ous  items  inventoried  therein  (with  verification  by  the  personnel  to 
whom  the  items  are  issued.) 

Information  for  the  Special  Agent  Career  Development  File  is 
recieved  from  the  individuals  supervisors,  from  various  Naval 
Commands  and  other  Federal  and  State  agencies  with  whom  the 
Special  Agent  has  had  professional  contact  and  from  the  individual 
himself.  Also,  this  file  contains  c^ies  of  each  physical  examination 
required  annually  of  assigned  civihan  Special  Agents. 

Systems  exempted  from  certain  prorishms  of  the  act:  None. 

N63285  01 

System  name:  NIS  Investigative  Files  System 

System  locathm:  Primary  System-NIS  Records  Management  Divi¬ 
sion  Administration  Department,  NIS  Headquarters,  Hoffman 
Building,  2461  Eisenhower  Ave.,  Alexadria,  Va.  22331. 

Decentralized  Segments  -  Naval  Investigative  Service  Offices 
(NISOs)  retain  copies  of  certain  segments  of  the  investigative  files, 
and  related  documentation  for  up  to  one  year.  Addresses  of  these 
offices  are  included  in  the  directory  of  Department  of  the  Navy 
mailing  addresses.  Naval  Investigative  Service  Resident  Agencies 
retain  copies  of  investigative  reports  during  pendency  and  for  90 
days  thei^ter.  They  also  retain  evidence  custody  cards  on  persons 
from  whom  evidence  was  seized.  The  number  and  location  of  these 
Resident  Agencies  are  subject  to  change  in  order  to  meet  the 
requirements  of  the  Department  of  the  Navy.  Current  location  may 
be  obtained  from  Naval  Investigative  Service  Headquarters. 

Categories  of  individuals  covered  by  the  systm:  Persons  in  the  fol¬ 
lowing  categories  who  require  access  to  classified  defense  informa¬ 
tion  prior  to  August  1972:  Active  and  inactive  members  of  the 
naval  service,  civilian  persotmel  employed  by  the  Department  of 
the  Navy  (DoN),  industrial  and  contractor  personnel,  civilian  per¬ 
sonnel  being  considered  for  sensitive  positions,  boards,  con¬ 
ferences,  etc.,  civilian  personnel  who  woii;ed  or  resided  overseas. 
Red  Cross  personnel.  Civilian  and  military  personnel  accused, 
suspected  or  victims  of  felonious  type  offenses,  or  lesser  offenses 
impacting  on  the  good  order,  discipline,  morale  or  security  of  the 
DoN.  Civilian  personnel  seeldng  access  to  or  seeking  to  conduct  or 
operate  any  business  or  other  function  aboard  a  DoN  installation, 
facility  or  ship.  Civilian  or  military  personnel  involved  in  the  loss, 
compromise  or  unauthorized  disclosure  of  classified  materi- 
al/information.  Civilian  and  military  personnel  who  were  of  coun- 
terintel%ence  interest  to  the  DoN. 

Categories  of  records  in  the  system:  Categories  of  records  in  the 
system:  Official  Reports  of  Investigation  (ROD  prepared  by  NIS  or 
other  military,  federal,  state,  local  or  foreign  law  enforcement  or 
investigative  body  on  either  hard  copy  or  microfilm.  NIS  Informa¬ 
tion  reports  (NIRs).  NIRs  document  information  received  by  NIS 
which  is  of  interest  to  the  naval  services  or  other  law  enforcement 
or  investigative  bodies.  The  information  may  be  of  criminal,  coun¬ 
terintelligence  or  general  investigative  interest. 
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General  Administration  Reports  (GEN).  The  investigative  pur¬ 
pose  of  the  GEN  is  to  report  the  results  of  pre-employ ntent  inqui¬ 
ries  on  applicants  for  positions  as  Special  Agents  with  NIS. 

Investigative  summaries,  memoranda  for  the  files  and  correspon¬ 
dence  relating  to  specific  cases  and  contained  in  the  individual 
dossier. 

Polygraph  Data.  A  listing  of  persons  who  submitted  to  polygraph . 
examination  by  NIS  examiners.  The  data  includes  the  examinee’s 
name,  location  and  results  of  the  examination  and  the  identity  of 
the  examiner. 

Case  Control  and  Mana^ment  documents  which  serve  as  the 
basis  for  controlling  and  giving  the  investigative  activity. 

Records  identifying  confidential  sources  and  contacts  with  them. 

Index  to  persons  reported  by  'Name  Only*. 

Wiretap  Data  Records.  Automated  listing  of  persons  who  were 
subjects  of  wiretapping  or  eavesdropping  operations. 

Case  Control  uid  Narcotics  Data  Records.  Automated  records 
used  only  for  statistical  purposes  in  accounting  for  productivity, 
manhours  expenditures;  various  statistical  data  concerning  nar¬ 
cotics  usage  and  used  solely  for  statistical  purposes. 

Modus  Operandi  Files. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301 

44  U.S.C.  3101 

47  U.S.C.  605 

Executive  Memorandum  of  26  June  1939;  Investigations  of 
espionage,  counterespionage  and  sabotage  matters. 

Executive  Order  104S0;  Security  Requirements  for  Government 
employees. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  this 
system  is  (was)  collect^  to  meet  the  investigative,  counterintel- 
li^nce  and  security  responsibilites  of  the  DoN.  This  includes  per¬ 
sonnel  security,  internal  security,  criminal  and  other  law  enforce¬ 
ment  matters  ^  of  which  are  essential  to  the  effective  operation  of 
the  department. 

The  records  in  this  system  are  used  to  make  determinations  of; 
suitability  for  access  or  continued  access  to  classified  information, 
siuUbility  for  employment  or  assignment,  suitability  for  access  to 
military  installations  or  industrial  futns  engaged  in  government  pro¬ 
jects/contracts,  suitability  for  awards  or  simSar  benefits;  referr^  to 
other  law  enforcement  or  investigatory  authorities  for  law  enforce¬ 
ment  purposes;  use  in  current  law  enforcement  investigation  of  any 
type  including  applicants;  use  in  judicial  or  adjudicative 
proceedings  includi^  litigation  or  in  accordance  with  a  court  order; 
insurance  claims  including  workmens  compensation;  provide  pro¬ 
tective  services  under  the  DoD  Distinguished  Visitor  Protection 
Program  and  to  assist  the  U.S.  Secret  Service  in  meeting  its  respon¬ 
sibilities;  Congressional  interest  including  the  General  Accounting 
Office;  respond  to  the  Freedom  of  Information  and  Privacy  Acts; 
use  for  public  affairs  or  publicity  purposes  such  as  wanted  persons, 
etc.;  referral  of  matters  under  their  cognizance  to  federal,  state  or 
local  law  enforcement  authorities  including  criminal  prosecution, 
civil  court  action  or  regulatory  order;  disdosure  to  federal  intel¬ 
ligence/counterintelligence  agencies  of  matters  under  their  preview; 
disclosure  to  foreign  government  organizations  of  criminal  and 
counterintelligence  information  necessary  for  the  prosecution  of 
justice,  or  for  mutual  security  and  protection;  advising  higher 
authorities  and  naval  commands  of  important  developments  imput¬ 
ing  on  security,  good  order  or  discipline;  reporting  of  statistical 
data  to  naval  comimands  and  higher  authority;  ^sclosure  to  the  Na¬ 
tional  Archives;  use  by  other  mvestigative  unit  (federal,  state  or 
local)  for  whom  the  investigation  was  conducted;  release  to  defense 
counsel,  disclosure  in  course  of  acquiring  the  information,  input 
into  the  Defense  Central  Index  of  Investigations. 

Users  of  the  records  in  this  system  include  employees  of  the  NIS 
who  require  access  for  operational,  administrative  or  supervisory 
purposes;  DoD  criminal  investigative,  investigative  and  intelligence 
units;  federal,  state  and  local  units  engaged  in  criminal  investiga¬ 
tive,  investigative  and  intelligence  activities;  federal  regulatory 
agencies  with  investigative  units,  DOD  components  mak^  suita- 
bmty  determinations;  federal,  state  or  local  judicial  or  adjudicative 
bodies;  Congressional  bodies,  including  the  (jeneral  Accounting  Of¬ 
fice  who  re<|uire  access  witMn  the  scope  of  their  jurisdiction  for 
those  authorized  purposes  enumerated  above  to  the  extent  that 
those  purposes  are  within  the  scope  of  their  authority.  Commercial 
insurance  companies  in  those  instances  in  which  they  have  a  legiti¬ 
mate  interest  in  the  results  of  the  investigation,  but  only  to  that  ex¬ 
tent  and  provided  an  invasion  of  privacy  is  not  involved. 

PoUdes  aad  pnetiees  f«r  atoring,  retrieving,  acceeeing,  retaining, 
and  diepoeing  of  records  in  the  sysim: 


Storage:  Papef  records  in  file  folders,  on  cards  and  on  microfilm. 
Automated  records  on  magnetic  tape. 

Rctiievability:  NIS  permanent  files  are  filed  by  terminal  digit 
number.  In  o^er  to  locate  the  file  it  is  necessary  to  query  the 
Defense  Central  Index  of  Investigations  (EXTII)  computer  usii^  the 
name  of  the  subject  and  at  least  one  other  personnel  identifier  such 
as  date  of  birth,  place  of  birth,  social  security  number  or  military 
service  number.  Files  may  also  be  retrieved  by  a  case  cmtrol 
number  assigned  at  the  time  the  investigation  is  initiated.  Copies  of 
the  files  in  the  NISOs  and  Resident  Agencies  are  retrieved  by 
name. 

Safeguards:  NIS  investigative  files  (permanent  and  temporal) 
are  maintained  and  stored  in  open  shelves  and  filii^  cabinets 
located  in  secured  areas  accessible  only  to  authorized  personnel. 
Dated  files  are  retired  to  the  Washington  National  Reco^s  Center 
where  retrieval  is  restricted  to  NIS  authorized  personnel. 

Retendon  and  disposal:  Retention  of  connoted  NIS  investigative 
files  on  Personnel  Security  Investigations  (rel)  is  authorized  for  30 
years  unless  adverse  information  is  developed  in  which  case  they 
may  be  retained  permanently.  PSI  files  on  persons  considered  for 
affiliation  with  DoD  will  be  destroyed  within  one  year  if  the  affilia¬ 
tion  is  not  consummated.  Criminal  files  may  be  retained  per¬ 
manently.  Counterintelligence  files  on  persons  affiliated  with  DoD 
may  be  retained  permanently.  Such  records  on  persons  not  af¬ 
filiated  with  DoD  must  be  destroyed  within  90  days  or  1  year  under 
criteria  set  forth  in  DoD  Directive  5200.27,  unless  retention  is 
required  by  law  or  specifically  approved  by  the  Secretary  of  the 
Navy.  Files  retained  in  the  NISOs  and  Resi^nt  Agencies  are  tem¬ 
porary  and  are^destroyed  after  90  days  or  1  year,  as  appropriate. 

System  managerfs)  and  addrem:  The  Director,  Naval  Investigative 
Service  has  idtimate  responsibility  for  all  NIS  file  hoMings. 
Management  of  NIS  permanent  files  is  the  direct  responsibility  of 
the  Assistant  Director  for  Administration.  NISO  Commanding  Of¬ 
ficers  are  responsible  for  files  retained  in  their  NISO  subor^nate 
Resident  Agencies. 

Notification  procedure:  All  requests  relative  to  the  retention 
and/or  releasability  of  NIS  investigative  files  should  be  addressed 
to  the  Director,  Naval  Investigative  Service,  2461  Eisenhower 
Avenue,  Alexandria,  Va.  22331.  Requests  must  contain  the  full 
name  of  the  individu^  and  at  least  one  additional  personal  identifi¬ 
er  such  as  date  and  place  of  birth,  social  security  number  or  milita¬ 
ry  service  number.  Personal  visits  by  requesters  should  be  confined 
to  the  Naval  Investigative  Service  headquarters  at  the  above  ad¬ 
dress.  It  should  be  borne  in  mind  that  the  vagaries  of  the  automated 
indexing  system  might  preclude  a  same  day  response.  Persons  sub¬ 
mitting  written  requests  must  properly  establish  their  identity  4o  the 
satisfaction  of  the  NIS.  Where  a  question  exists  a  signed,  notarized 
statement  or  other  certified  form  of  identification  will  be  required. 
Individuals  appearing  in  person  may  present  proof  of  identification 
in  the  form  of  military  ID  card,  valid  driver’s  license,  or  other 
suitable  form  of  identification  bearing  a  photograph  and  signature. 
Attorneys  or  other  persons  acting  on  behidf  of  a  subject  of  a  record 
must  provide  a  notarized  authorization  from  the  subject  of  the 
record. 

Record  access  procedures:  Individuals  may  make  inquiries  relative 
to  NIS  records  maintained  on  them  thru  the  NIS  Information  and 
Privacy  Coordinator  Naval  Investigative  Service  Headquarters,  at 
the  ad^ss  specified  in  the  previous  paragraph. 

Contcsdiig  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  See  EXEMPTION. 

Systems  exempted  from  certain  provisioas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N63285  03 

System  name:  Defense  Central  Index  of  Investigations  (DCII) 

System  location:  Central  Facility: 

Defense  Investigative  Service  (DIS) 

Data  Handling  Services  Division,  D0930 

Fort  Holabird 

Baltimore,  Maryland  21203 

Remote  Terminal  Locations:  (This  is  a  co-owned  index  system 
shared  by  DIS  and  the  military  serviceinvestigative  agencies). 
Crime  Records  Directorate 
US  Army  Criminal  Investigations  Command 
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2301  Chesapeake  Avenue 
Baltimore,  Maryland  21222 
Remote  Terminal  Location: 

Air  Force  Office  of  Special  Investigations/SUD 
Forrestal  Building 
Washington.  D.C.  20314 
Remote  Terminal  Location: 

Naval  Investigative  Service  Headquarters 
Hoffman  Building  1 
2461  Eisenhower  Avenue 
Attn:  Code  30 

Alexandria,  Virginia  22331  (NIS) 

Remote  Terminal  Location: 

Defense  Industrial  Security  Clearance  Office 
P.O.  Box  2499 

Columbus,  Ohio  43216  (DISCO) 

Remote  Terminal  Location: 

US  Army  Investigative  Records  Repository 
Building  44S2 

Fort  Meade,  Maryland  207SS 
Remote  Terminal  Location: 

DIS  Special  Investigations  Center 
Forrestal  Building 
Washington,  D.C.  20314 
Remote  Terminal  Location: 

DIS  National  Agency  Check  Center,  D07(X) 

Fort  Holabird 
Baltimore,  Maryland  21203 
Remote  Terminal  Location: 

DIS  Personnel  Investigations  Control  Center,  D0600 
Fort  Holabird 
Baltimore,  Maryland  20203 
Remote  Terminal  Location: 

DIS  Investigative  Files  Division,  D0960 

Fort  Holabird 

Baltimore,  Maryland  21203 

Categories  of  individuals  covered  by  the  system:  Any  person 
descril^d  as  a  subject,  a  victim,  or  a  cross-reference  in  an  in¬ 
vestigation  completed  by  or  for  a  DoD  investigative  element  when 
that  investigation  is  retained  by  the  element  and  the  name  is  sub¬ 
mitted  for  central  indexing. 

Categories  of  records  in  the  system:  Composed  of  locator 
references  to  investigations  conducted  by  or  for  DoD  investigative 
elements  and  retained  by  them.  Index  records  contain  the  name  and 
other  personal  identifying  infoimation  on  individuals  who  were  in¬ 
dexed. 

Reference  to  an  investigation  maintained  by  one  of  the  investiga¬ 
tive  records  repositories.  It  identifies  the  individual  by  name  and 
personal  identifiers,  the  custodian  of  the  file,  the  year  indexed  and 
the  number  used  by  the  repository  to  locate  the  file. 

A  record  input  by  either  Army  investigative  activities  or  DIS 
reflecting  the  existence  of  an  investigation  in  progress.  It  identifies 
the  subject  individual  by  name  and  personal  identtfiers,  the  location 
of  the  open  investigation,  the  year  indexed  and  the  number  used  to 
locate  the  investigative  file. 

Record  of  a  National  Agency  Check  (NAC)  investigation  in 
progress.  It  identifies  the  subject  individual  by  name,  personal 
identifiers,  the  case  number,  the  category  of  the  requester  of  the 
NAC,  and  the  type  of  NAC  ^ing  run. 

A  record  of  completed  favorable  national  agency  checks  (e.g.,  no 
records).  It  identtfies  the  individual  by  name  and  personal 
identifiers,  the  date  the  NAC  was  completed  and  the  agencies  that 
were  checked. 

Composed  of  names  of  persons  referenced  in  files  who  are  not 
fully  identified,  but  about  whom  sufficient  information  exists  that 
meets  retrieval  criteria.  It  identifies  the  individuals  by  name, 
custodian  agency  of  the  file,  year  of  the  index,  and  the  number 
used  by  the  repository  to  locate  the  file.  Positive  identification  is 
impossible  from  the  index  and  may  well  be  impossible  from  the 
case  file  itself. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301  Departmen¬ 
tal  Regulations 

44  U.S.C.  3101  Records  Management 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  File  tracing  information 
is  collected  and  maintained  in  the  indices  so  that  authorized  users 
may  determine  the  existence  and  location  of  DoD  investigative 
records. 


NAC  history  information  is  maintained  for  authorized  users  in 
granting  clearances  or  access  to  defense  installation,  entry  into  mili¬ 
tary  service  or  employment  in  sensitive  civilian  positions. 

Activities  listed  under  the  LfXTATION  caption  are  the  principal 
users  and  (with  the  exception  of  DISCO)  the  file  custodians.  Listed 
terminal  holders  (with  the  exception  of  DISCO)  may  release  general 
DCII  information  to: 

Other  DoD  investigative  elements,  DoD  agencies  and  elements  of 
the  Military  Departments  designated  by  the  departments. 

Accredited  representatives  of  the  Secretary  of  Defense  and  the 
Joint  Chiefs  of  Staff. 

Accredited  Federal  criminal  and  civil  law  enforcement  s^encies 
including  those  responsible  for  conducting  their  own  investigations 
as  to  the  suitability  for  employment  or  access  bf  current  or  poten¬ 
tial  employees  formerly  affiliated  with  the  DoD. 

State  arid  local  criminal  law  enforcement  agencies. 

Other  accredited  Federal  agencies  serviced  by  the  Civil  Service 
Commission  but  with  a  need  to  evaluate  the  suitability  of  potential 
enmioyees  formerly  affiliated  with  the  DoD. 

(Congress,  iiKluding  the  Government  Accounting  Office. 

The  AUTODIN  system  which  transmits  formatted  data  over 
telecommunications  circuits  facilitates  the  collection  of  transactions 
from  contributors  to  update  the  index  and  to  disseminate  index  in¬ 
formation  to  the  requesters. 

The  Defense  Case  Control  System  (DCCS)  and  the  National 
Agency  Check  Control  System  (NCCS)  wUch  are  described 
separately  in  this  notice. 

It-  should  be  noted  that  information  contained  in  the  system  is  re¬ 
garded  as  the  property  of  the  submitting  activities.  DIS  can  neither 
monitor,  nor  assume  responsibility  for  the  propriety  or  accuracy  of 
aU  the  data  in  the  system. 

Transfer  of  information  from  this  records  system  to  other  DoD 
components  is  regarded  as  a  routine  intra-agency  use  under  the 
provisions  of  5  U.S.C.  SS2a3(bKl).  The  use  of  the  DCII  to  refer 
inquiries  to  other  DoD  elements,  where  there  is  no  release  of  DCII 
infoimation  itself  is  not  deemed  to  require  an  accounting. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Master  Index  data  is  maintained  in  direct  access  storage 
devices,  disk  and  data  cell.  It  is  also  contained  on  m^netic  tape  for 
continuity  of  operations  purposes  to  permit  processing  at  alternate 
locations  in  the  event  of  computer  failure. 

Name  Only  Index  data  is  maintained  on  magnetic  tape  and 
microfiche.  Each  contributor  is  provided  his  portion  on  a  quarterly 
basis. 

Rctrievability:  Master  Index  records  are  accessed  throu^  name 
and  at  least  one  personal  identifier  (PID).  Personal  identifiers  are: 
date  of  birth,  pl^e  of  birth,  social  security  number  and  the  last 
four  (4)  digits  of  military  service  number.  Inquiries  may  enter  the 
system  in  card  form  or  by  being  keyed  in  at  remote  terminals.  A 
non-standard  retrieval  capability  also  exists  which  permits  retrieval 
without  PID,  or  on  parts  of  a  name,  and  produces  references  to  all 
individuals  by  that  name.  It  should  Im  noted  that  in  many  cases,  the 
'  subject’s  SSAN  is  necessary  to  make  a  positive  identification. 

Name  Only  Index  records  are  accessed  through  the  name  or 
some  portion  thereof.  Records  are  retrieved  based  on  an  exact 
match  with  the  name  submitted.  Inquiries  may  enter  the  system 
only  in  card  form. 

Safeguards:  Generalized  validation  is  provided  in  batch  retrieval 
through  program  edits  to  prevent  unauthorized  access. 

User  terminals  with  access  to  the  Master  Index  are  located  in 
controlled  access  areas.  Access  to  the  system  is  limited  to  specified 
time  of  the  day.  Terminals  are  connected  via  dedicated  data  circuits 
which  prevent  access  from  standard  dial-up  telephones. 

Activities  must  be  a  part  of  DoD  and  accredited  on  the  basis  of 
authorized  requirements  before  a  new  terminal  is  established  or  be¬ 
fore  batch  requests  will  be  honored  and  processed.  Terminal  hol¬ 
ders  and  activities  authorized  to  batch  process  requests  are  respon¬ 
sible  for  the  authority  and  need  to  know  of  individuals  and  agencies 
on  behalf  of  which  they  search  the  index. 

The  computer  room  is  located  within  a  building  controlled  by 
security  personnel  at  all  times.  Identification  badges  are  required 
for  entrance.  Access  to  the  computer  room  is  controlled  by  a  com¬ 
bination  lock  on  the  entrance.  Critical  backup  files  are  stored  in 
locked  fireproof  data  safes. 

Byt^Hnn  and  disposal:  Retained  for  as  long  as  files  are  retained. 
When  the  record  repository  disposes  of  the  file,  they  are  responsi¬ 
ble  for  deleting  all  index  tracings  pertaining  thereto,  in  accordance 
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with  established  procedures.  Processing  of  a  deletion  transaction 
flags  the  comrater  record  which  precludes  it  being  given  out 
thereafter.  Such  flagged  records  are  eliminated  from  the  system 
during  periodic  file  restructuring  procedures. 

Open  Case  Tilings.  Retained  for  as  long  as  the  investigation  is 
open.  When  the  investi^tion  is  completed,  the  contributor  replaces 
the  open  case  tracing  with  a  file  tracing  as  described  above. 

NAC  History  Tracings.  Retained  for  a  period  of  four  (4)  years 
from  the  date  of  completion  and  then  automatically  deleted  unless 
specific  action  is  taken  sooner  to  delete  the  record.  Should  a  sub¬ 
sequent  favorable  NAC  be  completed,  the  entering  of  a  new  history 
record  will  delete  the  first  histoi7  record. 

NAC  Pending  Tracings.  Retained  until  completion  of  the  NAC  at 
which  time  they  are  replaced  by  a  NAC  History  or  file  tracing,  un¬ 
less  deleted  sooner  by  the  originator. 

System  iiiaiiagcr(s)  and  addrcm:  Director,  Defense  Investigative 
Service,  Washington,  D.C.  20314 

Notification  procedure:  Identity  of  Official: 

Assistant  for  Information 
Defense  Investigative  Service  (D0020) 

Washir^ton,  D.C.  20314. 

Information  Required:  Full  name  and  all  maiden  and  alias  names 
under  which  files  may  be  maintained  and  personal  identifiers  listed 
under  RETRIEV ABILITY.  Note,  Social  Security  Account  Num¬ 
bers  may  be  necessary  for  positive  identification  of  certain  records. 

Office  Which  May  be  Visited: 

DIS  Information  Office 
1000  Independence  Avenue 
Washington,  D.C.  20314. 

Proof  of  Identity:  Check  of  personal  documents. 

Record  access  procedures:  Access  may  be  obtained  through  the 
Information  Office  at  the  address  previously  listed. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records,  contesting  contents  and  appealing  initial  determinations  by 
the  subject  individual  may  be  obtained  from  the  Assistant  for  Infor¬ 
mation,  at  the  above  address. 

Record  source  categories:  DoD  investigative  elements  identical 
with  those  listed  under  the  LOCATION  caption  excluding  DISCO, 
and  additionally: 

Defense  Supply  Agency 
ATTN:  DSAH-T  Cameron  Station 
Alexandria,  Virginia  22310 

Director  of  ^curity.  National  Security  Agency,  ATTN:  M-5S2 
Fort  Meade,  Maryland  20775 

Assistant  Chief  of  Staff  of  Intelligence,  Department  of  the  Army, 
ATTN:  Counterintelligence  Division,  Washington,  D.C.  203IS 
(ACSI) 

Systems  exempted  from  certain  provishHis  of  the  act:  None 
N63393  F0013BA013 

System  name:  Aviation  Medical  Officer’s  Report 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air 
Station,  Norfolk,  VA  2351 1  Subordinate/Type  Commands/Levels 

Categories  of  individuals  covered  by  the  system:  Military  personnel 
involved  in,  contributing  to  or  injured  in  a  Navy  or  Marine  aircraft 
mishap. 

Categories  of  records  in  the  system:  Reports  of  Naval  aircraft 
mishaps  submitted  by  the  reporting  custodian.  Findings  and  conclu¬ 
sions  of  the  Aircraft  Accident  Board.  Medical  Officer’s  Report. 
Search  and  Rescue  Report.  Life  Change  Questionnaire.  Naval 
Safety  Center  investigative  reports.  JAG  manual  investigations. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catrao- 
ries  of  users  and  the  purposes  of  such  uses:  Aviation  Mescal  Of¬ 
ficer’s  Report  records  are  selected  and  reviewed  by  Naval  Safety 
Center  analysts  to  identify  problem  areas  and  determine,  whenever 
possible,  mechanical  systems/malfunctions  or  human  errors  that 
may  have  caused  or  contributed  to  a  particular  mishap  in  order  that 
appropriate  measures  can  be  effected  to  prevent  recurrence. 
Recoitis  and  summary  data  are  provided  only  to  those  echelons 
within  the  Navy  which  are  directly  involved  in  flight  safety  and  the 
study  of  trends  associated  therewith.  In  those  mishap  cases  where 
the  type  aircraft  U  common  to  other  military  services,  applicable 
trend  analyses,  and  summary  data  is  usually  provided  to  the  respec¬ 
tive  service.  Similarly,  if  the  type  aircraft  involved  in  a  mishap  is 
common  to  civil  aviation,  summary  information  is  provided  to  ap¬ 


propriate  government  agencies.  Whenever  and  to  whomever 
released,  t&  information  is  given  with  the  explicit  understanding 
that  it  will  be  used  exclusively  in  the  furtherance  of  improved 
safety  in  aircraft  and  accident  prevention  efforts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage^  Magnetic  tape.  (Central  location)  Cardex  File. 
(Subordinate  Commands) 

Retrievability:  Any  of  the  data  elements  such  as  model  aircraft, 
(^mage,  date,  accident  type,  cause  factors,  degree  of  injury,  ej^- 
tion  results  or  pilot’s  socim  security  number  are  used  to  retrieve  in¬ 
dividual  records. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  received  from  ac¬ 
tivities  or  for  purposes  not  directly  related  to  flight  safety  must  be 
approved  by  the  Commander,  Naval  Safety  Center  or  his 
designated  representative. 

Retention  and  disposal:  Magnetic  tape  files  contains  all  available 
records  and  are  never  purg^.  Reports  are  not  transferred  to  a 
record  center. 

System  manager(s)  and  address:  Director  of  Aviation  Safety, 
Naval  Safety  Center,  NAS,  Norfolk,  VA  23511 

Notification  procedure:  Apfrfy  to  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  System  Manager. 

Record  source  categories:  Aircraft  reporting  custodians,  chain  of 
command.  Judge  Advocate  General,  commandhtg  officer,  squadron 
personnel,  relatives,  acquaintances  and  Naval  Safety  Center 
analysts. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63393  F0015BA054 
System  name:  Aircraft  Mishap 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air 
Station,  Norfolk,  VA  23511  Subordinate/Type  Commands/Levels 

Categories  of  individuals  covered  by  the  system:  Designated  Naval 
aviators.  Naval  flight  officers,  crew  members  and  maintenance  per¬ 
sonnel  involved  in  or  contributing  to  a  Navy  or  Marine  aircraft  ac¬ 
cident,  incident  or  ground  accident. 

Categories  of  records  in  the  system:  Reports  of  Naval  aircraft 
mishaps  submitted  by  the  reporting  custodian.  Findings  and  conclu¬ 
sions  of  the  Aircraft  Acci^nt  Board.  Naval  Safety  Center  in¬ 
vestigative  reports.  JAG  manual  investigations. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Aviation  mishap  records 
are  selected  and  reviewed  by  Naval  Safety  Center  aiudysts  to 
identify  problem  areas  and  determine,  whenever  possible,  mechani¬ 
cal  systems/malfunctions  or  human  errors  that  may  have  caused  or 
contributed  to  a  particular  mishap  in  order  that  appropriate  mea¬ 
sures  can  be  effected  to  prevent  recurrence.  Records  and  summary 
data  are  provided  only  to  those  echelons  within  the  Navy  which  are 
directly  involved  in  fUght  safety  and  the  study  of  trends  associated 
therewith.  In  those  mishap  cases  where  the  type  aircraft  is  common 
to  other  military  services  applicable  trend  analyses  and  summary 
data  is  usually  provided  to  the  respective  service.  Similarly,  if  the 
type  aircraft  involved  in  a  mishap  is  common  to  civil  aviation,  sum¬ 
mary  information  is  provided  to  appropriate  government  agencies. 
Whenever  and  to  whomever  released,  the  information  is  given  with 
the  explicit  understanding  that  it  will  be  used  exclusively  in  the 
furtherance  of  improved  safety  in  aircraft  and  accident  prevention 
efforts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  *  Magnetic  tape.  (Central  Location)  Cardex  File. 
(Subordinate  Commands) 

Retrievability:  Any  of  the  data  elements  such  as  command,  nKxlel 
aircraft,  damage,  date,  location,  accident  type,  cause  factors  or 
pilot’s  social  security  number  are  used  to  retrieve  individual 
records. 
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Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  m^netic  tape  files  and 
computer  programs.  All  requests  for  information  received  from  ac¬ 
tivities  or  for  purposes  not  directly  related  to  flight  safety  must  be 
approved  by  the  Commander,  Naval  Safety  Center  or  his 
designated  representative. 

Rctendou  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Reports  are  not  transferred  to  a 
record  center. 

System  manager(s)  and  address:  Director  of  Aviation  Safety, 
Naval  Safety  Center,  NAS,  Norfolk,  VA  23511 

Notification  procedure:  Individuals  may  write  the  System 
Manager  giving  fuU  name,  address,  military  status  and  social  securi¬ 
ty  number  in  order  to  determine  if  the  system  contains  any  records 
pertaining  to  them.  Personal  visitors  will  be  required  to  produce 
military  or  comparable  civilian  identification  cards. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Aircraft  reporting  custodian,  aircraft  ac¬ 
cident  boards,  chain  of  command.  Judge  Advocate  General  and 
Naval  Safety  Center  analysts. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63393  F0024CA171 
System  name:  Diving  Log 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air 
Station,  Norfolk,  VA  23511 

Cat^ories  of  individuals  covered  by  the  system:  All  Navy  military 
and  civilian  employees  of  the  Navy  involved  in  diving  or  exposed 
to  a  hype;  baric  environment. 

Categories  of  records  in  the  system:  Diving  Log  Report. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reports  summarizing 
diving  activity  are  furnished  to  the  commanding  officer  for  in¬ 
dividuals  attached  to  the  unit  and  are  used  to  monitor  experience 
levels  associated  with  types  of  dives,  equipment  usage  and 
requalification  requirements.  Individual  records  are  also  used  to 
ev^uate  the  diving  program  at  specific  activities  and  to  determine 
if  manning  level,  experience  and  operational  requirements  are  con¬ 
sistent  with  an  effective  safety  program.  Pertinent  individual 
records  or  statistical  summaries  prepared  by  Naval  Safety  Center 
analysts  are  also  provided  to  all  echelons  within  the  Navy  having  a 
responsibility  for  the  diving  program  and  to  Chief  of  Naval  Person¬ 
nel,  Comptroller  of  the  Navy,  General  Accounting  Office,  Naval 
Audit  Service  or  other  activities  having  responsibility  for  the  ad¬ 
ministration  or  control  of  personnel  assignments  and  hazardous 
duty  payments. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape. 

Retrievability:  Records  may  be  selected  based  on  any  of  the  data 
elements  contained  in  the  file  such  as  diver's  social  security 
number,  organization  unit,  type  of  dive  and  equipment  used. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  received  from  ac¬ 
tivities  or  for  purposes  not  directly  related  to  the  diving  program 
must  be  approved  by  the  Commander,  Naval  Safety  Center  or  his 
designated  representative. 

Retention  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Reports  are  not  transferred  to  a 
record  center. 

System  manager(s)  and  address:  Director  of  Submarine  Safety 
Programs,  Nav^  Safety  Center,  NAS,  Norfolk,  VA  23511 

Notification  procedure:  Individuals  may  write  the  System 
Manager  giving  full  name,  address,  military  status  and  social  securi¬ 
ty  number  in  order  to  determine  if  the  system  contains  any  records 
pertaining  to  them.  Personal  visitors  will  be  required  to  produce 
military  or  comparable  civilian  identification  cards. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 


Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  System  Manager. 

Record  source  categories:  Commanding  Officer  of  naval  units  con¬ 
ducting  diving  or  hyperbaric  exposure  incident  to  diving. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63393  F0024CA174 
System  name:  Diving  Accidents  and  Injuries 
System  location:  Commander,  Naval  Safety  Center,  Naval  Air 
Station,  Norfolk,  VA.  23511 

Categories  of  individuals  covered  by  the  system:  All  Navy  military 
and  civilian  employees  of  the  Navy  involv^  in  an  accident  or  who 
are  injured  while  engaged  in  diving  or  exposed  to  a  hyperbaric  en¬ 
vironment. 

Categories  of  records  in  the  system:  Diving  Accident/Injury  Re¬ 
port.  PersonneLCasualty  Report.  JAG  manual  investigation. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  of  diving  ac¬ 
cidents  and  injuries  are  evaluated  by  Naval  Safety  Center  analysts 
to  determine  existence  of  problem  areas  and  to  detect  trends.  The 
records  are  correlated  with  the  diving  log  reports  and  used  as  a 
basis  for  recommending  changes  in  operating  procedure,  equip¬ 
ment,  decompression  schedules  and  training  requirements.  In¬ 
dividual  reports  and  compilations  of  accidents  and  injuries  are  rou¬ 
tinely  furnished  to  activities  within  the  Navy  having  responsibility 
for  diving  safety.  Reports  are  also  furnished  to  Government  or 
private  research  institutions  engaged  in  studies  relating  to  the 
prevention  or  treatment  of  diving  injuries  or  the  design  and  usage 
of  underwater  equipment. 

Policies  and  practice  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape. 

Retrievability:  Any  of  the  data  elements  such  as  diver's  social 
security  numt^r,  type  of  accident,  depth  and  purpose  of  dive, 
degree  of  injury  and  treatment  provided  are  used  to  retrieve  in¬ 
dividual  records. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  received  from  ac¬ 
tivities  or  for  purposes  not  directly  related  to  diving  safety  must  be 
approved  by  the  Conunander,  Naval  Safety  Center  or  his 
designated  representative. 

Retention  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Reports  are  not  transferred  to  a 
record  center. 

System  managerfs)  and  address:  Director  of  Submarine  Safety, 
Naval  Safety  Center,  NAS,  Norfolk,  Va.  23511 
Notification  procedure:  Individuals  may  write  the  System 
Manager  giving  full  name,  address,  military  status  and  social  securi¬ 
ty  number  in  order  to  determine  if  the  system  contains  any  records 
pertaining  to  them.  Personal  visitors  will  be  required  to  produce 
military  or  comparable  civilian  identification  cards. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Conunanding  Officer  of  n^al  units  con¬ 
ducting  diving  or  hyperbaric  exposure  incident  to  diving.  Office  of 
the  Judge  Advocate  General.  Chief,  Bureau  of  Medicine  and  Sur¬ 
gery. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N63393  F0025AA041 

System  name:  Occupational  Injury  and  Illness 
-  System  location:  Commander,  Naval  Safety  Center,  Naval  Air 
Station,  Norfolk,  VA  23511  (Central)  Subordinate  Type  Com¬ 
mands/Ship/Naval  Units 

Categories  of  individuals  covered  by  the  system:  Navy  military 
personnel  who  sustain  an  inji^  or  occupational  illness  and  Navy 
civilian  personnel  who  sustain  an  occupational  illness  or  injury 
resulting  in  one  or  more  days  of  lost  time. 
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Catctpiics  of  records  in  the  system:  Accidental  Inju^/Death  Re¬ 
ports.  Personnel  Casualty  Reports.  Hospital  Admission  Reports. 
JAG  manual  investigations. 

Authority  for  maintenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purpoM  of  such  uses:  Accidental  injury  records 
are  used  to  compile  a  variety  of  statistical  reports  which  are  rou¬ 
tinely  published  or  prepared  at  the  request  oi  Navy  forces  afloat 
and  shore  activities.  Individual  injury  reports  are  selected  and 
reviewed  by  Naval  Safety  Center  analysts  in  order  to  detect 
problem  areas  relating  to  operating  procedure,  training  and  equip¬ 
ment  usa^e  and  malfunction.  Results  of  these  studies  which  may  in¬ 
clude  individual  injury  reports  are  provided  to  commanding  officers 
and  to  all  echelons  within  the  Navy  having  responsibility  for  the  al¬ 
location  of  resources  or  the  implementation  of  the  Safety  Program. 
Individual  injury  records  are  correlated  with  data  contained  in  other 
personnel  iiles  in  order  to  detect  unfavorable  trends  within  an  ac¬ 
tivity  and  to  recommend  appropriate  corrective  measures.  In¬ 
dividual  records  and  statistical  summaries  are  provided  on  request 
to  all  Government  activities  having  a  legitimate  need  for  such  infor¬ 
mation.  Individual  records  and  summary  data  ate  provided  to  con¬ 
tractors  and  research  activities  in  connection  with  projects  either 
funded  by  or  deemed  potentially  valuable  to  the  Department  of  the 
Navy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stora^:  Magnetic  tape.  (Central  location)  File  Folders/cardex 
(subordinate  commands) 

Rctrievability:  Any  of  the  data  elements  such  as  social  security 
number,  command  or  unit  identification  code,  degree  of  injury,  lo¬ 
cation.  equipment  malfunction  and  cause  factors  are  used  to  select 
individual  records. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  received  from  ac¬ 
tivities  or  for  purposes  not  within  the  routine  usage  criteria  must  be 
approved  by  the  Commander,  NavaJ  Safety  Center  or  his 
designated  representative. 

Rctentioo  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Reports  are  not  transferred  to  a 
record  center. 

System  managerfs)  and  address:  Director  of  Occupational  Safety, 
Health  and  Support  Programs,  Naval  Safety  Center,  NAS,  Norfolk, 
VA  23511 

Notification  procedure:  Individuals  may  write  the  System 
Manager  giving  full  name,  address,  military  status  and  social  securi¬ 
ty  number  in  order  to  determine  if  the  system  contains  any  records 
pertaining  to  them.  Personal  visitors  wU  be  required  to  produce 
military  or  comparable  civilian  identification  cards. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  arid  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  ntegorics:  Commanding  officers  of  Forces  Afloat 
and  Shore  activities.  Judge  Advocate  General  and  Chief,  Bureau  of 
Medicine  and  Surgery. 

Systems  exempted  from  certain  provWons  of  the  act:  None. 

Nd3393  F0e26EA033 

System  name:  Motor  Vehicle  Accidents  and  Injuries 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air 
Station,  Norfolk,  VA  2351 1  Subordinate/Type  Commands/Levels 

Categories  of  indMdnals  covered  hy  the  system:  Navy  military 
personnel  regardless  of  duty  status  who  are  injured  as  a  result  of  a 
motor  vehicle  accident  or  are  the  operator  of  one  of  the  vehicles  in¬ 
volved  in  such  an  accident.  Navy  military  and  civilian  personnel 
who  are  involved  in  a  Government  motor  vehicle  accident  or  a 
private  motor  vehicle  accident  on  Navy  property.  Navy  civilian  em¬ 
ployees  who  are  injured  in  a  motor  vehicle  accident  during  the 
course  of  their  offkud  duties. 

Catmorics  of  rscords  in  the  Motor  Vehicle  Accident  Re- 

K>rt.  Arsonnel  Casualty  and  Death  Report,  Hospital  Admission 
eports  and  JAG  manual  investigations. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 


Routine  uses  of  records  maintained  in  the  system,  inclining  catego¬ 
ries  of  users  and  the  purpoM  of  such  uses:  Motor  vehicle  accident 
records  are  used  to  compile  statistics  which  are  given  wide  dis¬ 
semination  within  the  Navy.  Compilations  of  motor  vehicle  ac¬ 
cident  records  for  particular  commands,  activities  and  units  are 
furnished  on  request  to  assist  in  the  development  of  an  effective 
safety  program  at  all  levels  within  the  Navy.  Accident  records  of 
individuals  assigned  to  specific  units  or  records  of  individuals  in¬ 
volved  in'  multiple  accidents  are  provided  to  commanding  officers. 
Motor  vehicle  accident  records  are  correlated  with  data  contained 
in  other  accident/injury  or  training  files.  The  significance  of  tlus 
data  is  evaluated  by  Naval  Safety  Center  analysts  and  summary  in¬ 
formation,  specific  individual  records  or  composite  records  pro¬ 
vided  to  all  echelons  within  the  Navy  having  a  responsibility  for 
motor  vehicle  safety.  Individual  reco^s  and  statistical  summaries 
are  provided  on  request  to  all  Government  activities  having  a  legiti¬ 
mate  need  for  such  information. 

Policies  and  practica  for  storing,  retrieving,  acceasiiig,  retainiiig, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape.  (Clentral  location)  File  folders/cardex 
(subordinate  commands) 

Retrievability:  Any  of  the  data  elements  such  as  individual  social 
security  number,  activity  or  unit  identification,  cause  factors  and 
degree  of  injury  are  used  to  retrieve  individual  records. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  which  are  not  in¬ 
cluded  in  the  routine  usage  criteria  must  be  approved  by  the  Com¬ 
mander,  Naval  Safety  Center  or  his  designated  representative. 

Retention  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Original  documents  are  destroyed 
when  no  longer  required.  Reports  are  not  transferred  to  a  record 
center. 

System  manager(s)  and  address:  Director  of  Occupational  Safety, 
He^th,  and  Support  Programs,  Naval  Safety  Center,  NAS,  Nor¬ 
folk,  VA  23511 

Notification  procedure:  Individuals  may  write  the  System 
Manager  giving  full  name,  address,  military  status  and  social  securi¬ 
ty  number  in  order  to  determine  if  the  system  contains  any  records 
pertaining  to  them.  Personal  visitors  w^  be  required  to  produce 
military  or  comparable  civilian  identification  cards. 

Record  access  procedures:  The  agency’s  ndes  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  arid  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  c^tain^  from  the  System  Manager. 

Record  source  categories:  Commanding  officers  of  Forces  Afloat 
and  Shore  activities.  Judge  Advocate  General  and  Chief,  Bureau  of 
Medicine  and  Surgery. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63393  F0048BA111 

System  name:  Individual  Flight  Activity  Report 

System  location:  Commander,  Naval  Safety  Center,  Naval  Air 
Station,  Norfolk,  VA  23511 

Categories  of  individuals  covered  hy  the  system:  All  aeronautically 
designated  commissioned  Navy  and  Marine  Officers  assigned  as 
crew  members  in  the  operation  of  an  aircraft  in  accordant  with 
the  direction  of  competent  authority. 

Categories  of  records  in  the  system:  Reports  of  each  flight  sub¬ 
mitted  by  the  custodian  of  the  aircraft.  Total  flight  activity  survey 
reports  arid  annual  flight  activity  reports. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  syshnn,  incindfaig  catego- 
rtes  of  users  and  the  purposes  of  such  uses:  Flight  activity  data  for 
specific  individuals  or  categories  of  aviators  is  correlated  with  air¬ 
craft  mishap  data.  This  information  is  aiudyzed  in  order  to  deter¬ 
mine  the  relationship  between  various  categories  and  combinations 
of  flight  experience  and  accident  involvement.  Results  of  these  stu¬ 
dies  are  provided  to  all  echelons  within  the  Navy  and  Marine  Corps 
having  responsibility  for  flight  operations,  pilot  training  and  alloca¬ 
tion  of  resources  to  and  within  the  aviation  program.  An  aimual 
sumniary  of  flight  activity  by  model  aircraft  is  provided  to  each  re¬ 
porting  individ^  for  his  verification  and  personnel  records.  Upon 
request,  a  detailed  by  flight  report  for  a  sp^ified  time  frame  is  also 
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provided.  Records  are  also  provided  to  Chief  of  Naval  Personnel 
for  promotional  screening,  detailing  and  compliance  with  minimum 
standards.  Summaries  of  flight  activity  for  Marine  Corps  personnel 
are  provided  to  the  Commandant  of  the  Marine  Corps.  Records  of 
specific  pilots  or  categories  of  pilots  are  provided  to  contractors,  if 
required,  for  projects  either  funded  by  or  deemed  potentially  valua¬ 
ble  to  the  Department  of  the  Navy.  When  requested,  records  are 
provided  to  the  General  Accounting  Office,  to  the  Naval  Audit  Ser¬ 
vice  and  to  offices  or  committees  authorized  by  Congress  to  in¬ 
vestigate  certain  phases  of  the  Naval  Aviation  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape. 

Retrievability:  Any  of  the  data  elements  such  as  pilot’s  social 
security  number,  model  aircraft,  squadron  and  specific  flight  ex¬ 
perience  may  be  used  to  retrieve  individual  records. 

Safeguards:  A  limited  number  of  data  processing  personnel  have 
access  to  the  computer  facility  and  to  the  magnetic  tape  files  and 
computer  programs.  All  requests  for  information  which  are  not  in¬ 
cluded  in  the  routine  usage  criteria  must  be  approved  by  the  Com¬ 
mander,  Naval  Safety  Center  or  his  designated  representative. 

Retention  and  disposal:  Magnetic  tape  files  contain  all  available 
records  and  are  never  purged.  Reports  are  not  transferred  to  a 
record  center. 

System  manager(s)  and  address:  Director  of  Aviation  Safety  Pro¬ 
grams,  Naval  Safety  Center,  NAS,  Norfolk,  VA  23511 

Notification  procedure:  Individuals  may  write  the  System 
Manager  giving  full  name,  address,  military  status  and  social  securi¬ 
ty  number  in  order  to  determine  if  the  system  contains  any  records 
pertaining  to  them.  Personal  visitors  will  be  required  to  produce 
military  or  comparable  civilian  identification  cards. 

'  Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Aircraft  reporting  custodian.  Navy  and 
Marine  Corps  pilots. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63395  10140.1F 

System  name:  USAREUR/USAFE  Ration  Card 

System  location:  U.S.  Naval  Radio  Station,  FPO  New  York 
09516. 

Categories  of  individuals  covered  by  the  system:  USN  personnel 
and  their  dependent  wives  and  children  over  18  years  of  age,  who 
are  stationed  at  U.S.  Naval  Radio  Station,  FPO  New  York  09516. 

Categories  of  records  in  the  system:  File  sheet  with  members 
name,  rate,  serial  no.,  and  organization  assigned.  Also  if  member  is 
single  or  married. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  as  to  who  is 
holding  a  ration  card. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Name. 

Safeguards:  Locked  safe  in  Admin  Office  and  a  24  hour  security 
watch. 

Retention  and  disposal:  Records  are  maintained  as  long  as 
member  retains  ration  card.  After  transfer  records  are  burned. 

System  managerfs)  and  address:  Commanding  Officer,  U.S.  Naval 
Radio  Station,  FPO  New  York  09516  is  ovendl  policy  official  with 
the  Administrative  Officer,  U.S.  Naval  Radio  Station,  FPO  New 
York  09516  as  the  subordinate  holder. 

Notification  procedure:  Inquiries  sould  be  addressed  to  U.S. 
Naval  Radio  Station,  FPO  New  York  09516,  giving  full  name  and 
social  security  number,  and  personal  visitors  must  have  valid  mili- 
t^  I.D.  or,  if  no  longer  in  the  military,  have  other  valid  identifica¬ 
tion  such  as  a  driver’s  license.  Visitors  may  come  to  the  Adminis¬ 
trative  Office  at  the  address  given  under  SYSMANAGER. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 


Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Applicable  U.S.  Serviceman. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63395  11240.3E 

System  name:  File  of  Records  of  Acquisition,  Transfer  and  Disposal 
of  Privately  Owned  Vehicles 

System  location:  U.S.  Naval  Radio  Station,  FPO  New  York  09516 
Categories  of  individuals  covered  by  the  s^em:  United  States 
Navy  personnel  stationed  at  U.S.  Naval  Radio  Station,  FPO  New 
York  09516  who  own  a  concession  vehicle  in  the  United  Kingdom. 

Categories  of  records  in  the  system:  Request  for  delivery  of  a 
motor  vehicle  without  payment  of  duty,  value  added  tax  and  car 
tax. 

Authority  for  maintenance  of  the  system:  5  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  information  on  type 
of  car,  engine  no.,  license  no.,  year  of  car,  make  of  car,  base  as¬ 
signed,  organization,  soc.  sec.  no.,  and  paygrade. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 
Retrievability:  Name 

Safeguards:  Locked  safe  in  Admin  Office  with  a  24  hour  security 
watch. 

Retention  and  disposal:  Records  are  maintaned  as  long  as  a  per¬ 
son  owns  a  concession  vehicle  in  the  United  Kingdom.  Records  are 
burned  as  soon  as  vehicle  is  either  shipped  out  of  the  U.K.  or 
destroyed. 

System  managerfs)  and  address:  Commanding  Officer,  U.S.  Naval 
Radio  Station,  FPO  New  York  09516  is  over^  policy  official  with 
the  Administrative  Officer,  U.S.  Naval  Radio  Station,  FPO  New 
York  09516  as  the  subordinate  holder. 

Notification  procedure:  Inquiries  should  be  addressed  to  U.S. 
Naval  Radio  Station,  FPO  New  York  09516,  giving  full  name  and 
social  security  number.  Visitors  may  come  to  the  Administrative 
Office  at  the  address  given  under  SYSMANAGER  and  must  have 
valid  military  I.D.  or,  if  no  longer  in  the  military,  have  other  valid 
identification  such  as  a  driver’s  license. 

Record  access  procedures:  The  Agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  theindividual  con- 
cernd  may  be  obtained  from  th  system  manager. 

Record  source  categories:  AppUcable  U.S.  Servicenum 
Systems  exempted  from  certain  provisions  of  the  act:  None 
N63425  SHELTER  LIST 

System  name:  Military  and  Civilian  Employee  Dependents  Hur¬ 
ricane  Shelter  Assignment  List 

System  location:  Conynanding  Officer  Naval  Communication  Sta¬ 
tion  Key  West  Key  West  Florid  33040 
Categories  of  individuals  covered  by  the  system:  Military  personnel 
and  civilian  employees  and  their  dependents  who  apply  for  assign¬ 
ment  to  naval  communication  station  shelter 
Categories  of  records  in  the  system:  Record  lists  names,  ad¬ 
dresses,  and  phone  numbers  of  military/  civilian  station  personnel 
applying  for  shelter  assignments  for  their  families,  together  with 
names  of  dependent  spouses,  names  and  ages  of  dependent  chil¬ 
dren,  and  wiMther  or  not  requirement  exists  for  station  transporta¬ 
tion  to  shelter. 

Authority  for  maintenance  of  tiie  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Disaster 
Preparedness  Officer  in  determining  shelter  logistics  requirements 
and  by  Shelter  Officer  in  mustering  assigned  dependents  in  shelter 
in  case  of  hurricane. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folder 
Retrievability:  Name 
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Safeguards:  File  maintained  in  locked  cabinet  by  Disaster 
Preparedness  Officer. 

Rctcntkm  and  disposal:  Maintained  from  May  through  April  each 
year,  disposed  of  by  burning. 

System  manaperfs)  and  address:  Disaster  Preparedness  Officer 
Naval  Communication  Station  Key  West  Key  West  Florida  33040 

Notification  procedure:  Individual  record  entries  are  filled  out  by 
hand  by  station  military/civilian  sponsors  desiring  to  register  their 
families  in  command  hurricane  shelter.  System  contains  no  info 
other  than  entries  provided  by  sponsors.  Certified  station  sponsors 
may  review/remove  entry  by  phoning/visitii^  the  Disaster 
Preiparedness  Officer,  Naval  Communications  Station  Key  West. 

Record  accew  procedure*:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  apmaling  initial  determinations  by  the  individual  con¬ 
cerned  may  be  emtain^  from  the  system  manager. 

Record  source  catenofles:  All  entries  to  file  are  hand  written 
forms  filled  in  by  muitary/civilian  command  sponsors  requesting 
hurricane  shelter  for  their  families. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N63427  AUTOIMPEXPREC 

System  name:  Record  of  Import  and  Export  of  Foreign  Made  Auto 
Vehicles  into  and  out  of  Australia 

System  location:  U.S.  Naval  Communication  Station  FPO  San 
Francisco  96680 

Categories  of  individuals  covered  by  the  system:  Impor¬ 
ters/exporters  and  purchasers  of  foreign  made  automobiles  im¬ 
ported  into  Australia  by  U.S.  personnel. 

Categories  of  records  in  the  system:  Copies  of  shipping  and 
customs  documents  for  automobiles  imported  into  and  exported 
from  Australia. 

Authority  for  maintenance  of  the  system:  S  USC  301,  Agreement 
between  Australia  and  the  United  States  of  America  concerning  the 
status  of  United  States  forces  in  Australia  and  protocol  to  that 
agreement. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Supply  Officer  to  deter¬ 
mine  shipping  and  wharf  handling  requirements.  Legal  Officer:  to 
monitor  s^  and/or  export  of  foreign  made  vehicles  imported  into 
Australia  by  the  U.S.  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folder. 

RetrievabilUy:  Name. 

Safeguards:  File  cabinet.  Entry  by  legal/personal  property  office 
personnel  only. 

Retention  and  disposal:  Duration  of  customs  to  duty  bond. 
Destruction  through  burning. 

System  man^rfs)  and  address:  Legal  officer  and  personal 
propety  supervisor. 

Notification  procedure:  Individual  initates  record  and  may  request 
information.  Legal  Officer,  Personal  Property  Supervisor,  U.S. 
Naval  Communication  Station.  Information  requested  must  provide: 
fuU  name,  official  title,  purpose  of  inquiry.  Offices  to  be  visited: 
Le^  Office  and  Personid  Property  Office,  U.S.  Naval  Communi¬ 
cation  Station.  Proof  of  identity:  visual  recognition  or  identification 
card. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appeal^  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Information  supplied  by  individual, 
copy  of  purchase  documents. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63427  COMWEALTHPASS 
System  name:  Commonwealth  Pass  Application  Form 

System  location:  U.S.  Naval  Communciation  Station  FPO  San 
Francisco  96680 

Categories  of  individuals  covered  by  the  system:  All  personnel 
requiriM  access  to  the  Commonwealth  property  on  which  the 
Naval  Communication  Station  is  located. 


Categories  of  records  in  the  system:  Completed  application  forms 
for  Commonwealth  passes.  Contains  name,  rank,  organization, 
height,  color  of  hair,  color  of  eyes,  date  of  birth  and  place  of  birth. 

Authority  for  maintenance  of  the  system:  5  USC  301  Arrange¬ 
ments  for  the  use  and  occupation  by  the  United  States  Navy  of 
Commonwealth  land  and  for  associated  matters. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  puipoM  of  such  uses:  Issuance  of  passes  for 
entry  to  Naval  Communication  Station. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

RetrievabilUy:  Name.  , 

Safeguards:  Locked  cabinet  -  limited  access. 

Retention  and  disposal:  Duration  of  individual’s  stay  in  area. 
Destruction  by  burning. 

System  managerfs)  and  address:  Security  Officer,  U.S.  Naval 
Communication  Station. 

Notification  pmedure:  Individual  initiates  record  and  may 
request  information.  Security  Officer,  U.S.  Naval  Communicaton 
Station,  information  requester  must  provide:  full  name,  official 
title,  purpose  of  inquiry.  Office  to  be  visted:  Security  Office,  U.S. 
Naval  Communication  Station.  Proof  of  identity:  visual  recognition 
or  identification  card. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  system  manager. 

Record  source  categories:  Information  supplied  by  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N63427  NEXSALESSUP 

System  name:  Large  purchases  in  Navy  Exchange. 

System  location:  U.S.  Naval  Communication  Station  FPO  San 
Francisco  96680 

Categories  of  individuals  covered  by  the  system:  All  authorized 
patrons  of  the  Navy  Exchange  at  this  station. 

Categories  of  records  in  the  system:  Record  copies  of  all  receipts 
for  articles  valued  at  over  ten  U.S.  dcdlars.  lists  purchaser,  base 
pass  number,  noun  name  of  article,  value  and  intended  use. 

Authority  for  maintenance  of  the  system:  S  USC  301,  Technical 
Arrangement  between  United  States  Dept  of  the  Navy  and  the 
Commonwealth  of  Australia  Dept  of  Defence  relating  to  commissa¬ 
ries  at  Northwest  Cape  in  the  State  of  Western  Australia. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Legal  Officer  -  control 
of  disposal  of  articles  purchased  in  station  Navy  Exchange.  Securi¬ 
ty  Officer  -  investigation  into  possible  violation  of  govt  to  govt  ar¬ 
rangements  relating  to  commissaries  in  Australia.  Criminal  in¬ 
vestigation  in  cases  of  wrongful  appropriation  and  larceny. 

Policies  a^  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoeing  of  records  in  the  system: 

Storage:  File  folder. 

Retrievability:  Name. 

Safeguards:  Locked  cabinet  -  limited  access. 

Retention  and  disposal:  For  duration  of  member’s  tour  at  this  sta¬ 
tion.  Destruction  through  shredding  and  burning. 

System  managerfs)  and  address:  Security  Officer,  U.S.  Naval 
Communication  Station 

Notification  procedure:  Printed  information  on  form  -  copy 
retained  by  individual.  Security  Officer,  U.S.  Naval  Communication 
Station.  Information  requester  must  present:  full  name,  official  title 
and  purpose  of  in<}uiry.  Office  to  be  visited:  Security  Office,  U.S. 
Nav^  communicauon  Station.  Proof  of  idenity:  visual  recognition. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  system  manager. 

Record  source  categories:  Information  supplied  by  purchaser  and 
Navy  Exchange. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 
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N64168  NDC 

System  name:  Nuclear  Program  Interview  and  Screening 
System  location:  Naval  Sea  System  Command  (Code  08), 
Washington.  D.C.  20362 

Categories  o(  individuals  covered  by  the  system:  Personnel  inter¬ 
viewed  or  considered  for  assignment  or  retention  in  the  Naval 
Nuclear  Power  Program 

Categories  of  records  in  the  system:  Interview  appropriation 
folder,  interview  chronology,  interview  index  card.  Navy  Enlisted 
Nuclear  Prcwram  Technic^  Screening  Sheets,  Nuclear  Propulsion 
Officer  Canmdate  Records 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determine  eligibility  for 
Naval  Nuclear  Power  Program,  maintaining  statistical  and  account¬ 
ing  records,  and  other  administrative  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  loose  leaf  binders,  and  index  card  box 
Retrievability:  Name,  chronological.  Navy  rate  (if  applicable). 
Social  Security  Number,  approximate  date  of  screen 
Safeguards:  Located  in  restricted  area 
Retention  and  disposal:  Indefinitely 

System  manager(s)  and  address:  Naval  Sea  Systems  Conunand 
(Code  08),  Washington,  D.C.  20362 
Notification  procedure:  Contact  System  Manager;  provide  full 
name.  Navy  rate  (if  applicable).  Social  Security  Number.  Nuclear 
Power  School  Class  or  dates  at  attendance  (if  applicable)  and  proof 
thereof,  dates  of  service  or  screening  and  proof  thereof. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager 
Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the.  System  Manager. 

Record  source  categories:  Individual;  Bureau  of  Naval  Personnel; 
U.S.  Naval  Academy;  current  and/or  previous  commands;  Director, 
Division  of  Naval  Reactors 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N64168  RADINJCLROS 

System  name:  NAVSEA  RADIATION  INJURY  CLAIM 
RECORDS 

System  location:  Naval  Sea  Systems  Command  Code  08  Washing¬ 
ton,  D.C.  20362 

Categories  of  individuals  covered  by  the  system:  Individuals  em¬ 
ployed  by  the  Navy  and  Navy  contractors  who  have  alleged  radia¬ 
tion  injury  from  radiation  exposure  associated  with  Navid  Nuclear 
Propulsion  plants. 

Categories  of  records  in  the  system:  Excerpts  from  personnel 
medical  records.  Navy  field  organization  and  Navy  contractor  work 
histories  and  Navy  and  Labor  Department  correspondence. 

Authority  for  maintenance  of  the  system:  S  USC  301,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Technical  evaluation  of 
radiation  injury  compensation  claims  by  NAVSEA  RADIOLOGI¬ 
CAL  CONTROL  MANAGERS. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  Folders 
Retrievability:  Alphabetical  by  name 

Safeguards:  Locked  in  safe  and  specific  permission  of  custodian 
Retention  and  disposal:  Indefinitely 

System  manager(s)  and  address:  Naval  Sea  Systems  Command 
Code  08  Washington,  D.C.  20362 

Notification  procedure:  Contact  System  Manager;  Provide  name, 
organization  where  employed  at  time  of  alleged  injury  and  support¬ 
ing  evidence. 

Record  access  procedi.res:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 


Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Personnel  medical  records  and  Navy 
and  contractor  work  histories. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N64168  SEA  TRIAL 

System  name:  Next  of  Kin  Information  for  Sea  Trial  Riders 
System  location:  Naval  Sea  Systems  Command  Code  08  Washing¬ 
ton,  D.C.  20362 

Categories  of  individuals  covered  by  the  system:  Individuals  at¬ 
tending  nuclear  propulsion  plant  sea  trials  of  Navy  ships 
Categories  of  records  In  the  system:  Names  and  addresses  of  next 
of  kin;  name.  Social  Security  Number  and  security  clearance  of  in- 
dividuid 

Authority  Tor  maintenance  of  the  system:  S  USC  301,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  information 
necessary  for  individuals  to  attend  nuclear  propulsion  plant  sea  tri¬ 
als;  Associate  Director  for  Surface  Ships  and  staff 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  3x5  index  cards 
Retrievability:  Alphabeticly  by  name 

Safeguards:  Locked  in  3-way  combination  safe  in  a  restricted 
area 

Retention  and  disposal:  Indefinitely 

System  managerfs)  and  address:  Naval  Sea  Systems  Command 
Code  08  Washii^on,  D.C.  20362 
Notification  procedure:  Contact  System  Manager;  Provide  name 
and  social  security  number  and  identify  sea  trials  attended 

Record  access  procedures:  The  agency’s  rule's  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contestii^  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  System  Manager. 

Record  source  categories:  From  the  individual 
Systems  exempted  from  certain  proviskms  of  the  act:  None 
N64223  NMRI 

System  name:  Kidney  transplant  histocompatibility  study 
System  locatkm:  Division  of  Biometry,  Naval  Medical  Research 
Institute,  National  Naval  Medical  Center  20014 
Categories  of  individuals  covered  by  the  system:  All  individuals 
receiving  kidney  transplants  between  January  1,  1974  and 

December  31,  1^6  from  participating  hospitals,  except  for  certain 
hospitals  with  different  d^tes  of  participation.  A  list  of  hospitals 
participating  in  the  study  may  be  obtained  from  the  system 
manager. 

Categories  of  records  in  the  system:  Records  of  patients,  past 
mediem  history,  transplant  operation  and  follow-up.  Limited  social 
information  as  required  to  evaluate  rehabilitation. 

Authority  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Suiiunary  reports  and 
data  not  identifying  patients  by  name  are  made  available  to  Na¬ 
tional  Institute  of  Arthritis  and  Infectious  Diseases,  the  funding 
agency,  and  to  participating  hospitals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Ston^:  Records  are  kept  in  file  folders  and  on  magnetic  tape. 
Retrievability:  Routine  retrieval  is  by  patient  code  number  or 
hospital  codes. 

Safeguards:  Manual  files  are  kept  in  locked  spaces.  Routinely 
used  computer  files  contain  no  patient  names.  Access  through  the 
computer  to  names  is  limited  to  persons  possessing  appropriate  ac¬ 
cess  code  words. 

Retention  and  disposal:  Records  will  be  maintained  for  statistical 
analysis  so  long  as  NIAID,  the  funding  agency,  desires. 

System  managerfs)  and  address:  Head,  Division  of  Biometry 
Notification  procedure:  Patients  may  establish  their  inclusion  in 
this  study  by  asking  the  physician  who  performed  the  transplant. 
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Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents,  and  appeahng  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  mana^r. 

Record  source  categories:  Hospitals  performing  transplants  and 
patient’s  physician. 

Systeou  exempted  from  certain  provisioiis  of  the  act:  None 
N6464S-EARB 

System  name:  Employee  Grievances,  Complaints,  and  Adverse  Ac¬ 
tion  Appeals. 

System  location:  Chairman  Department  of  the  Navy  Employee 
Appeals  Review  Board  Washington,  D.  C.  20360 

Categoi^  of  Individuals  covered  by  the  system:  Former  and 
present  civilian  employees  of  the  Department  of  the  Navy,  and  ap¬ 
plicants  for  employment  with  the  Department  of  the  Navy. 

Categories  of  records  in  the  system:  The  case  files  contain 
background  material  on  the  act  or  situation  complained  of;  the 
results  of  any  investigation  including  affidavits  and  depositions; 
records  of  personnel  actions  involved;  Official  Personnel  Folders; 
transcripts  of  hearings  held;  Examiners’  reports  of  findings  and 
recommended  actions;  advisory  memoranda  from  OCMM,  NAV- 
COMPT,  CNO,  BUPERS,  CSC,  DOD,  SYSCOMS;  SECNAV  deci¬ 
sions;  reports  of  actions  taken  by  local  activities;  corrunents  by 
EARB  or  local  activities  on  appeals  made  to  CSC;  CSC  decisions. 
Court  decisions.  Comptroller  General  decisions.  Brief  summaries  of 
case  files  are  maintained  on  index  cards 

Authority  for  maintenance  of  the  system:  5  U.S.C.  Sections  1301, 
3301,  3302,  7151-7154,  7301,  and  7701 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  information  is  used 
by  the  EARB  to  adjudicate  cases.  SYSCOMS,  OCMM,  CAPSO-N 
and  ROCMM-S  are  internal  users  for  informa- 
tional/implementational  purposes.  CSC  is  the  other  Government 
agency  using  this  information.  Pursuant  to  s  552a(bK9)  of  Public 
Law  93-579,  committees  or  subcommittees  of  either  House  of  Con¬ 
gress  are  furnished  the  above  information  upon  request.  Individual 
members  acting  on  behalf  of  the  individual  involved  are  supplied 
with  copies  of  decisions  and  other  appropriate  background  material. 
Grievants  and  appellants  are  furnished  SECNAV  decisions,  with 
copies  to  their  representatives.  EEO  complainants  are  furnished 
SECNAV  decisions,  with  copies  of  the  hearing  transcripts  and  Ex¬ 
aminers’  reports;  complainants’  representatives  are  provided  copies 
of  SECNAV  decisions.  Activities  involved  are  provided  with  copies 
of  SECNAV  decisions  on  grievances  and  appeals.  Activities  in¬ 
volved  in  EEO  complaints  are  provided  copies  of  SECNAV  deci¬ 
sions,  hearing  transcripts,  and  Examiners’  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

I  Storage:  File  folders  and  index  cards. 

Retrievability:  Name 

!  Safeguards:  Official  Personnel  Folders  and  classified  material 

kept  in  locked  safe.  Other  materials  are  kept  in  file  cabinets  in  a 
secured  building. 

Retentioo  and  disposal:  Case  files  maintained  for  one  year  and 
sent  to  the  GSA  Federal  Records  Center  and  maintained  for  four 
years.  Official  Personnel  Folders  returned  to  activities  after  disposi¬ 
tion  of  cases.  CSC  decisions  and  index  cards  are  retained  in¬ 
definitely. 

System  managerfs)  and  address:  Chairman,  Department  of  the 
Navy  Employee  Appeals  Review  Board 

Notification  procedure:  Department  of  the  Navy  Employee  Ap¬ 
peals  Review  Board,  Washington,  D.  C.  20360.  Must  provide  full 
name,  employing  office,  and  appropriate  indentification  card. 

Record  access  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appeaU^  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Employing  activities.  Civil  Service 
Commission,  OCMM. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N64980  CONCESSION  VEH 
System  name:  Duty  Free  Vehicle  Log 

■ 


System  locatioa:  Commanding  Officer,  U.S.  Naval  Aviation 
Weapons  Facility,  FPO  New  Yon  09515 
Customs  Officer,  HMS  Customs  and  Excise,  Campbeltown,  Ar¬ 
gyll,  Scotland 

Categories  of  individnals  covered  by  the  system:  Individuals  sta¬ 
tioned  aboard  NAVAVNWPNSFAC  Machnhanish  who  own  vehi¬ 
cles  purchased  or  imported  into  the  United  Kingdom  duty  free. 

Categories  of  records  in  the  system:  Single  line  entry  on  loose 
leafe  pages  listing:  Name  and  rank/rate  of  individual;  make,  year 
and  registration  of  vehicle;  status  (bought  new  in  UK  or  imported) 
of  vehicle;  and  date  of  purchase  or  importing. 

Authority  for  maintenance  of  the  system:  5USC30I 
Routine  uses  of  records  maintained  in  the  nrstem,  inclndfaig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assist  local  customs 
officials  to  protect  against  the  iUegal  transfer  of  duty-free  vehicles 
to  UK  citizens. 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  f<Mer 
Retrievaibility:  Name 

Safeguards:  The  records  are  maintained  in  an  office  that  is  locked 
when  not  manned. 

Retentkm  and  disposal:  Pen  and  ink  changes  are  made  to  records 
until  complete  page  must  be  retyped.  Old  pages  are  then  destroyed 
by  shredding  or  burning.  Retention  period  dependent  upon  number 
of  changes  occuring.  Method  of  disposal  by  local  customs  official 
unknown. 

System  managerfs)  and  address:  Commanding  Officer,  U.S.  Naval 
Aviation  Weapons  Facility,  FPO  New  York  09515 
Notification  procedure:  Individuals  wishing  to  learn  if  records 
concerning  them  are  still  retained  may  contact  the  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  otAained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  arid  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Mana^r. 

Record  source  categories:  Information  is  obtained  from  documents 
provided  by  the  individuaL 

Systems  exempted  from  certain  provisioas  of  the  act:  None. 

N649S0GAS  RATION  FILE 
System  name:  Gasoline  Ration  System 
System  locatioa:  Commanding  Officer,  U.S.  Naval  Aviation 
Weapons  Facility,  FPO  New  York  09515 
Categories  of  individuals  covered  by  the  system:  All  personnel  sta¬ 
tioned  aboard  NAVAVNWPNSFAC  Machrihanish  who  own 
private  vehicles  and  wish  to  purchase  Navy  Exchange  Gasoline. 

Categories  of  records  in  the  system:  Record  on  each  individual 
contains  information  on:  vehicle  description;  dates  of  vehicle  in¬ 
surance,  inspection  and  tax;  United  Kin^om  address  of  individual 
and  aiiKMmt  of  gasoline  allowed. 

Auttiority  for  maintenance  of  the  system:  5USC301 
Routine  uses  of  records  maintained  in  the  system,  includ^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  by 
Transportation  Officer  to  allocate  ration  coupons  to  authorized 
pesotmeL 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Index  cards  in  holder. 

Retrievability:  Name 

Safeguards:  Locked  in  combination  safe  in  an  office  which  is 
locked  when  uiunatmed.  Only  Transportation  Officer  knows  com¬ 
bination  to  safe. 

Retention  mid  dfsposal:  Records  are  destroyed  by  shredding  or 
burning  approximatay  one  year  after  transfer  of  individual. 

System  managerfs)  mid  adAcss:  Commanding  Officer,  U.S.  Naval 
Aviation  Weapons  Facility,  FPO  New  York  (K^15 
Notification  procedure:  Individuals  wishing  to  ascertain  if  records 
concerning  them  are  still  retained  may  contact  the  System  Manager. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obbuned  from  the  System  Manager. 

Contestiag  record  procedmvs:  The  agency’s  rules  for  contesting 
contents  arid  appeahng  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (mtained  from  the  System  Manser. 
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Record  source  categories:  Information  .concerning  vehicles,  in¬ 
surance,  inspection  and  tax  is  copied  from  the  appropriate  docu¬ 
ment  as  provided  by  the  individu^.  Other  information  is  received 
from  the  individual  directly. 

Systems  exempted  from  certain  provisioiis  of  the  act:  None. 

N64980RATION  PRMT  LOG 
System  name:  Application  for  U.S.  Navy  Ration  Permit 
System  location:  Commanding  Officer,  U.S.  Naval  Aviation 
Weapons  Facility,  FPO  New  York  09515 
Categories  of  individuals  covered  by  the  system:  All  personnel  sta¬ 
tioned  at  NAVAVNWPNSFAC  Machrihanish  desiring  to  utilize 
U.S.  Navy  Exchanges  in  the  United  Kingdom. 

Categories  of  records  in  the  system:  Record  includes:  Name, 
rankyrate,  SSN,  date  of  birth  (if  under  18),  and  marital  status  of 
serviceman;  location,  name,  relationship,  date  of  birth  (if  under  18) 
and  ID  card  number  of  dependents. 

Authority  for  maintenance  of  the  system:  5USC301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  prepare  ration 
cards  used  in  U.S.  Militai>r  Exchanges  in  the  U.K.  a^  to  maintain 
a  record  in  case  of  loss  of  those  cards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Index  cards  in  file  box. 

Retrievability:  Name 

Safeguards:  Maintained  in  an  office  that  is  locked  when  un¬ 
manned. 

Retention  and  disposal:  Cards  are  destroyed  by  shredding  or 
burning  upon  transfer  of  serviceman. 

System  manager(s)  and  address:  Commanding  Officer,  U.S.  Naval 
Aviation  Weapons  Facility,  FPO  New  York  09515 
Notification  procedure:  Records  are  held  only  on  persnnel  cur¬ 
rently  stationed  at  NAVAVNWPNSFAC  Machrihanish  who  can 
enquire  at  the  Administrative  Office  concerning  the  records. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appeah^  initial  determinations  by  the  individual  con¬ 
cerned  may  be  <^tain^  from  the  System  Manager. 

Record  source  categories:  The  information  is  provided  by  the  ser¬ 
viceman.  , 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N65196  DODCI.01 

System  name:  DODCI  Student  Record  System 
System  location:  Department  of  Defense  Computer  Institute, 
Washington  Navy  Yard,  Washington,  D.C.  20374. 

Categories  of  individuals  covered  by  the  system:  All  students  who 
have  completed  a  course  of  instruction  presented  by  the  Depart¬ 
ment  of  Defense  Computer  Institute:  primarily  E)OD  military  and 
civilian  personnel  as  regular  students;  personnel  from  other  federal, 
state  and  local  government  agencies  who  have  attended  courses  on 
a  space  available  basis;  military  and  civilian  persotmel  from  foreign 
governments  who  requested  and  were  granted  authority  to  attend 
courses;  and  persotmel  from  private  indust^  who  are  under  direct 
contract  to  a  DOD  activity  who  sponsor  their  attendance. 

Categories  of  records  in  the  system:  Alphabetized  card  file  of  stu¬ 
dents  who  have  attended  DOEKTI  courses.  Record  consists  of 
name,  military  rank  or  rate,  civilian  grade,  branch  of  service,  DOD 
agency  or  activity  and  title  of  course  attended.  Also  associated  file 
of  consolidated  listing  of  students  for  each  course  offering  arranged 
by  DOD  agency  or  activity  and  name. 

Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  maintained  by 
DOpCI  Registrar  to  respond  to  individuals  requesting  officiid 
verification  of  attendance  to  a  specific  course  or  response  to  stu¬ 
dents  agency  or  activity  requesting  official  record  of  training 
completed.  Used  to  compile  statistical  data  of  student  throughput, 
e.g.,  attendance  by  course,  attendance  by  branch  of  service,  com¬ 
position  of  students  by  rank/rate/grade,  branch  of  service,  agency 
or  activity.  Statistical  data  is  not  compiled  by  name. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 


Storage:  Alphabetic  card  file  and  file  folders  in  file  cabinet. 

Retrievability:  Name  and  Course  Title. 

Safeguards:  Maintained  in  Administrative  Office  which  is  locked 
after  normal  working  hours,  accessable  only  to  authorized  office 
staff  and  Director  or  delegate  on  demand. 

Retention  and  disposal:  Individual  cards  by  student  name  and 
consolidated  listing  of  students  are  retained  indefinitely. 

System  managers)  and  address:  Registrar,  DOD  Computer  In¬ 
stitute,  Building  175,  Washington  Navy  Yaid,  Washington,  D.C. 
20374.  • 

Notification  procedure:  By  individual  request  upon  presentation  of 
letter  or  identification.  Must  provide  course  tide  and  year  of  at¬ 
tendance. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  System  Manager. 

Record  source  categories:  Enrollment  and  Registration  Request 
for  DOD  Management  Education  and  Training  Program  Courses 
(DD  form  1556),  and  Course  Listing  of  Students  reviewed  by 
Course  Manager  and  Individual  Students. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N65196  DODCL02 

System  name:  DODCI  Student  Biography  System 

System  location:  Eiepartment  of  Defense  Computer  Institute, 
Washington  Navy  Yard,  Washington,  D.C.  20374. 

Categories  of  individuals  covered  by  the  system:  All  students  who 
are  attending  or  who  have  completed  a  course  of  instruction 
presented  by  the  Department  of  Defense  Computer  Institute; 
primarily  DOD  military  and  civilian  personnel  as  regular  students; 
personnel  from  other  federal,  state  and  local  government  agencies 
who  have  attended  courses  on  a  space  available  basis;  military  and 
civilian  personnel  from  foreign  governments  who  requested  and 
were  granted  authority  to  attend  courses;  and  personnel  from 
private  industry  who  are  under  direct  contract  to  a  DOD  activity  . 
who  sponsor  their  attendance. 

Categories  of  records  in  the  system:  Biographical  summary  forms 
individually  submitted  upon  request  by  each  DODCI  student. 
Record  consists  of  name,  rank  or  rate,  civilian  grade,  organization 
and  division,  office  phone  number,  current  and  previous  job  titles 
and  positions,  number  of  months  with  present  job  title,  major  du¬ 
ties  of  present  job,  foimal  education  completed,  objectives  for  at¬ 
tending  DODCI  course,  computer-related  and  other  technical  train¬ 
ing  and  experience,  information  on  usage  of  computers  in  present 
position,  iiiflueitce  aiKl  authority  student  has  over  design  of  com¬ 
puter-based  systems  including  security  and  privacy  aspects,  extent 
involved  in  planning  and  design  of  teleprocessing  systems. 

Authority  for  maintenance  of  the  system:  5  USC  301. 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  contained  in 
the  student  biograpme^  summaries  is  restricted  to  intenud  use 
within  DODCI.  Used  by  Course  Managers  and  functional  Depart¬ 
ment  Head  to  evaluate  education  level,  computer  related  work  ex¬ 
perience,  and  general  computer  back^und  of  EMDDCI  students. 
Establishes  student  qualifications  to  attend  a  requested  course  and 
if  course  objectives  have  satisfied  personal  objectives  of  students 
for  attending  course.  Statistical  summarization  of  information  con¬ 
tained  therein  provides  basis  for  modification  and  revision  to 
course  content.  Also  serves  as  vehicle  to  place  student  into  ap¬ 
propriate  laboratory  and  seminar  group  in  coivses  requiring  such  a 
breakout. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  in  file  cabinet. 

Retrievability:  Course  Title  and  Student  Name. 

Safeguards:  Maintained  in  Scheduling  Office  which  is  locked 
after  normal  working  hours,  access  controlled  by  Systems  Manager 
and  accessable  only  to  authorized  faculty  members.  Director  of  Ad¬ 
ministration,  and  Director  or  delegate  on  demand. 

Retention  and  disposal:  All  completed  individual  student  bio¬ 
graphical  sununaries  attending  a  specific  course  are  retained  in  a 
file  folder  marked  by  Course  Title  and  Course  Date.  Individual  stu¬ 
dent  biographical  summaries  are  retained  by  course  for  two  fiscal 
years  preceeding  the  fiscal  year  in  progress. 
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System  maiuiMr(s)  and  address:  Scheduling  Officer,  DOD  Com- 

Euter  Institute,  Building  175,  Washington  Navy  Yard,  Washington, 
>.C.  20374. 

Notification  procedure:  By  individual  request  upon  presentation  of 
letter  of  identification.  Must  provide  course  tide  and  year  of  at¬ 
tendance. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Student  Biography  Forms  are  of 
DOEXTI  origin  and  completed  by  each  individu^  student.  Forms  are 
completed  either  the  first  day  of  the  course  or,  in  the  case  of  cer¬ 
tain  specific  courses,  are  mailed  to  the  prospective  student 
requesting  return  prior  to  commencement  of  the  course. 

Systems  exempted  from  certain  proviskms  of  the  act:  None. 

N6S196  DODCI.03 

System  name:  DODCI  Course  Evaluation  System 
System  location:  Department  of  Defense  Computer  Institute, 
Washington  Navy  Yard,  Washington,  D.C.  20374. 

Categories  of  individuals  covered  by  the  system:  All  students  who 
have  completed  a  course  of  instruction  presented  by  the  Depart¬ 
ment  of  Defense  Computer  Institute:  primarily  IX)D  military  and 
civilian  personnel  as  regular  students;  personnel  from  other  f^eral, 
state  and  local  government  agencies  who  have  attended  courses  on 
a  space  available  basis;  military  and  civilian  personnel  from  foreign 
governments  who  requested  and  were  granted  authority  to  attend 
courses;  and  personnel  from  private  indust^  who  are  under  direct 
contract  to  a  DOD  activity  who  sponsor  their  attendance. 

Categories  of  records  in  the  system:  Individual  student  evaluation 
of  entire  course  and  random  sampling  of  specific  lecture  presenta¬ 
tions.  Includes  objectives  for  attending  course;  statement  concern¬ 
ing  realization  of  personal  objectives,  numerical  or  qualitative  rat¬ 
ing  of  overall  course,  lab  sessions  and/or  specific  lectures;  list  of 
strengths  and  weaknesses  of  course;  list  of  lecture  subjects  of  par¬ 
ticular  benefit  or  of  little  use  to  student;  list  of  lecture  subjects 
which  should  be  expanded  or  reduced  in  coverage;  and  list  of  top¬ 
ics  not  covered  in  course  but  should  be  included.  Comments  con¬ 
cerning  course  content,  sequence,  lecture  presentation,  teaching 
techniques,  audio  visual  aids,  physical  facilities  and  administrative 
support  are  solicited  and  recorded.  Categories  are  posed  as 
questions  with  ample  space  to  encourage  written  response  of  stu¬ 
dent  opinion  in  a  structured  but  non-restrictive  format.  These 
Course  Evaluation  Forms  also  contain  hard  core  factual  informa¬ 
tion,  i.e.,  course  title,  course  dates,  student  name,  rank/rate/grade, 
branch  of  service,  duty  station  or  agency,  and  present  job  title. 
Authority  for  maintenance  of  the  system:  S  USC  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Use  of  the  student 
evaluation  forms  and  the  information  contained  therein  is  restricted 
to  internal  use  within  DODCI.  Used  to  evaluate  course,  lecture, 
teaching  techniques  and  individual  instructor  effectiveness.  Pro¬ 
vides  basis  for  modification  and  revision  to  course  content  and 
sequence  and  lecture  content.  Provides  input  to  long  range  plan  for 
course  update,  additions  and  revisions.  Student  evaluations  of  all 
attendees  to  a  particular  course  are  reviewed  as  a  composite  group 
by  DODCI  faculty  members  to  determine  problem  areas,  trends, 
and  provides  a  continuous  evaluation  of  course  effectiveness. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  in  file  cabinet. 

Retrievability:  Course  Title  and  Student  Name. 

Safeguards:  Maintained  in  Scheduling  Office  which  is  locked 
after  normal  working  hours,  access  controlled  by  Systems  Manager 
and  accessable  only  to  authorized  faculty  members.  Director  of  Ad¬ 
ministration,  and  EHrector  or  delegate  on  demand. 

Retention  and  disposal:  All  completed  individual  student  evalua¬ 
tion  forms  attendaig  a  specific  course  are  retained  in  a  file  folder 
marked  by  Course  Title  and  Course  Date.  Individual  student 
evaluation  forms  are  retained  by  course  for  two  fiscal  years 
proceeding  the  fiscal  year  in  progress. 

System  managerfs)  and  address:  Scheduling  Officer,  DOD  Com- 

Euter  Institute,  Building  175,  Washington  Navy  Yard,  Washington, 
►.C.  20374. 


Notification  procedure:  By  individual  request  upon  presentation  of 
letter  or  identification.  Must  provide  course  title  and  year  of  at¬ 
tendance. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appea^g  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Mana^r. 

Record  source  categories:  Student  Course  Evaluation  Forms  are 
of  DODCI  origin  and  distributed  in  class  and  completed  by  each  in¬ 
dividual  student. 

Systems  exempted  from  certain  provisioiis  of  the  act:  None. 

N65S72SA14102 

System  name:  Project  Analysis  and  Control  System  (PAO 

System  location:  Naval  Material  Command  Support  Activity,  Data 
Processing  Group,  Washington,  D.  C.  20360 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  in  the  activity  who  work  in  the  Computer  Systems  Analyst, 
Computer  Specialist,  Computer  Programmer,  and  Computer 
Technician  career  Fields. 

Categories  of  records  in  the  system:  System  comprises  information 
required  to  provide  status  of  TfMCSA-DPG  development  proj^ts 
and  analysis  to  determine  capability  to  meet  target  dates.  Provides 
inventoi^  of  NMCSA,  DPG  Analysts,  Prograrnmers  and  Branch 
and  Division  workload  status. 

Authority  for  malnt^Mnr#  of  the  system:  Title  5,  U.S.C.,  section 
301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Automatic  Data 
Processing  Development  Workload  Resources  Planning  and  Con¬ 
trol. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tape  and 
magnetic  discs.  Input  transcripts  are  filed  for  30  days  and 
destroyed. 

Retrievability:  Automated  records  are  entered,  retrived  and 
analyzed  by  Social  Security  Number.  Manual  Records  are  filed  for 
30  days  and  then  destroyed. 

Safeguards:  The  computer  facility  is  a  secure  area  and  only 
authorized  persoimel  are  allowed  entry.  Input  records  are  filed  in 
same  area. 

Retention  and  disposal:  This  is  a  management  system  used  for 
planning  and  controlling  development  resources.  History  file  is 
maintained  as  long  as  desired.  Active  file  is  purged  and  updated 
weekly. 

System  numagerfs)  and  address:  Data  Processing  Group  Deputy 
Director  for  Systems,  Naval  Material  Command  Support  Activity, 
Department  of  the  Navy,  Washington,  D.C.  20360 

Notification  procedure:  Records  in  this  system  are  all  employees 
of  the  Data  Processing  Group  Director.  These  employees  are  aware 
of  the  records  in  this  system. 

Recoil  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  anid  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (^tain^  from  the  System  Manager. 

Record  source  categories:  Resources  Control  Branch,  individual 
input. 

Systems  exempted  from  certain  provisioas  of  th-^  act:  None 
N6S872SA14203 

System  name:  Employee  Salary  and  Overtime  Report/Budget  Book 

System  location:  Navy  Material  Command  Support  Activity,  Data 
Processing  Group,  Department  of  the  Navy,  Washington,  D.C. 
20360 

Categories  of  individuals  covered  by  the  system:  NMCSA  civilian 
employees  in  SA-14  (Data  Processing  Group)  are  identified  by 
name,  grade,  position  sind  salary. 

Categories  of  records  in  the  systm:  The  non-automated  system 
reflects  the  employees  name,  position  of  employ,  series/  grade, 
payroll  number,  entrance  on  duty,  termination  date,  block  number, 
annual  and  bi-weekly  salary. 

Authority  for  maintenance  of  the  system:  5  USC  301 
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Roudnc  uan  of  records  maintained  in  the  astern,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compile  data  in  support 
of  NAVMAT  and  SECNAV  instructions  dealing  with  manpower 
expenditures  involved  in  ADP  operations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Manual  records  are  maintained  in  three  ring  binder 
stored  in  legal  file  cabinet. 

Retrievability:  Manual  records  are  retrieved  by  last  name. 

Safeguards:  Manual  records  are  stored  in  locked  legal  file,  access 
on  a  need  to  know  basis. 

Retentkm  and  disposal:  Manual  records  are  maintained  for  three 
years  and  then  disposed  of. 

System  managerfs)  and  address:  Director  of  Administration,  Data 
Processing  Group,  Naval  Material  Command  Support  Activity,  De¬ 
partment  of  the  Navy,  Washington,  D.C.  20360 

Notification  procedure:  No  procedures  exist.  Data  has  been  accu¬ 
mulated  for  budgetary  purposes. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appeaUng  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Information  gained  from  NMSCA 
payroll  listing. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N65872SA14304 

System  name:  Salary  Report  for  Budget  for  PARS,  IMMS  and  non- 
ADP 

System  location:  Naval  Material  Command  Support  Activity,  Data 
Processing  Group,  Department  of  the  Navy,  Washington,  D.  C. 
20360 

Categories  of  individuals  covered  by  the  system:  NMCSA  civilian 
employees  in  SA-14  (Data  Processing  Group)  are  identified  by 
name,  grade,  position  and  salary. 

Categories  of  records  in  the  system:  The  manual  system  maintains 
employees  name,  position,  series/grade,  payroll  number,  block 
number,  entrance  on  duty,  termination,  annual  and  bi-weekly  sa¬ 
lary. 

Authority  for  maintenance  of  the  system:  NAVMATINST 
4860. 12A  and  SECNAVINST  5238. 1 A 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compile  data  in  support 
of  manpower  requirement  portion  of  ADP  budget  submission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Manual  records  are  maintained  in  file  folder  stored  in 
legal  file  cabinet. 

Retrievability:  Manual  records  are  retrieved  by  last  name. 

Safeguards:  Manual  records  are  stored  in  locked  legal  file,  access 
on  a  need  to  know  basis. 

Retentioa  and  disposal:  Manual  records  are  maintained  for  three 
years  and  then  disposed  of. 

System  numagerfs)  and  address:  Director  of  Administration,  Data 
ProMssing  Group,  Naval  Material  Command  Support  Activity,  De¬ 
partment  of  the  Navy,  Washington  D.  C.  20360 

Notification  procedure:  No  procedures  exist.  Data  has  been  accu¬ 
mulated  for  budgetary  purposes. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appeahng  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Information  gained  from  NMCSA 
payroll  listing. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N65872SA53105 

System  name:  VGA  Personnel  and  Manpower  Information  System 
(PERMIS). 

System  location:  Central  Computer  Facility  -  Naval  Material 
Conunand  Support  Activity,  Department  of  the  Navy,  Washington, 


D.C.  20360;  PrMram  Director  -  Civilian  Personnel  Group,  Code 
SA-S3B;  ADP  -  Data  Processing  Group,  Code  SA-14. 

Input-Ooutput  Terminals  -  Naval  Material  Conunand,  Washing¬ 
ton,  D.C.  20360;  Naval  Material  Command  Support  Activity, 
Washinaton,  D.C.  20360;  Naval  Air  Systems  Conunand,  Washing¬ 
ton,  D.C.  20360;  Naval  Sea  Systems  (Jommand,  Washington,  D.C. 
203M;  Naval  Facilities  Engineering  Command,  Arlington,  Va. 
22332;  Naval  Supply  Systems  Comnuind,  Washington,  D.C.  20376; 
Naval  Electronics  Systems  Conunand,  Washington,  D.C.  20360; 
Naval  Ship.  Engineering  Center,  Hyattsville,  MD  20782. 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  the  activity  or  activities  provided  personnel  service  by 
the  Civilian  Personnel  Office  of  a  Naval  Activity  with  a  PERMIS 
terminal; 

All  military  personnel  on  active  duty  stationed  at  or  assigned  to 
an  activity  provided  personnel  service  by  the  Civilian  Personnel  Of¬ 
fice  of  a  Naval  Activity  with  a  PERMIS  terminal. 

Categories  of  records  in  the  system:  Individual  miliU^  assign¬ 
ment-related  automated  records  containing  that  data  which  is  also 
used  to  produce  the  Officer  Distribution  Control  Report  (ODCR); 

Individual  civilian  employee  automated  records,  including  per¬ 
sonal  job-related,  milita^  status,  education,  training,  and  related 
data;  Computer  outputs  <hsplaying  information  from  PERMIS  auto¬ 
mated  records;  Microfiche  of  computer  outputs  displaying  informa¬ 
tion  from  PERMIS  automated  records. 

Punched  cards  containing  PERMIS  data;  Optical  scanning  sheets 
containing  leave  data. 

Authority  for  maintenance  of  the  system:  Title  S,  U.S.C.,  section 
302,  ’Delegation  of  authority  to  subordinate  officials  of  head  of 
agency  for  employment,  direction,  and  general  administration  of 
personnel’; 

Title  5,  U.S.C.,  section  301,  (records  and  reports-custody,  use 
and  preservation); 

Executive  Order  9397,  ’Numbering  System  for  Federal  Accounts 
Relating  to  Individual  Persons’; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Fof  the  purposes  of  in¬ 
creased  effectiveness  and  efficiency  by  autonuting  certain 
processes  within  the  operating  civilian  personnel  offices  and 
providing  management  information:  Officials  and  employees  of  ac¬ 
tivities  serviced  by  the  Civilian  Personnel  Office  in  the  per- 
fonnance  of  their  official  duties  related  to  management  and  ad¬ 
ministration  of  civilian  personnel  programs;  the  providing  of  staff 
support  in  the  area  of  management,  numpower,  budget,  administra¬ 
tive  services,  military  manpower,  ^ual  Employment  Opportunity, 
and  any  other  staff  and  lirc  operations  requiring  the  management 
of  civilian  personnel;  the  design,  development,  maintenance,  and 
operation  of  the  (manual  and)  automated  system  of  records;  and 
administration  of  grievances,  appeals,  and  litigation  involving  the 
disclosure  of  records  of  the  PERMIS  system.  Officials  and  em¬ 
ployees  of  other  Naval  activities  in  their  request  for  pre-employ¬ 
ment  data,  or  in  the  processes  involved  in  the  transfer  of  an  em¬ 
ployee  from  a  PERMIS-covered  activity  to  one  of  those  other  ac¬ 
tivities;  their  performance  of  studies  and  tasks  relative  to  leave 
held  or  taken  by  civilian  employees;  and  their  usage  of  data  to 
manage  Navy  civilian  manpower  programs,  and  to  provide  civilian 
manpower  reports  and  statistical  data  to  the  Unit^  States  Civil 
Service  Conunission,  Office  of  Management  and  Budget,  etc. 

Officials  and  employees  of  any  component  of  the  Department  of 
Defense-Performance  of  their  official  duties. 

Representatives  of  the  Civil  Service  Commission  -  Matters  relat¬ 
ing  to  the  inspection,  survey,  audit  or  evaluation  of  Navy  civilian 
personnel  management  programs,  or  pesonnel  actions,  or  such 
other  matters  under  the  juri^ction  of  tlw  Commission.  The  Comp¬ 
troller  General  or  any  of  his  authorized  representatives  -  Per¬ 
formance  of  duties  of  Ae  General  Accounting  Office  relating  to  the 
Navy’s  civilian  manpower  management  programs. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  -  Litigation,  law  enforcement,  or  other  matters 
under  the  direct  jurisdiction  of  the  Department  of  Justice,  or  car¬ 
ried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies.  Officials  and  employees  of  other  departments  and  agencies  of 
the  Executive  branch  of  government  -  upon  request,  in  the  per¬ 
formance  of  their  official  duties. 

Hearing  Examiner  or  Arbitrator  (duly  appointed  employee  of 
another  federal  agency)  -  conduct  a  hearing  in  connection  with  an 
employee's  appeal  involving  disclosure  of  records  of  the  PERMIS 
system. 
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Arbitrator  given  a  contract  pursuant  to  a  negotiated  labor  agree¬ 
ment  V  hear  an  employee's  grievance  involving  disclosure  of  the 
records  of  the  PERMIS  system. 

Senate  or  House  of  Representatives  of  the  U.S.  or  any  commit¬ 
tee  or  sub-committee  thereof,  any  joint  comntittee  of  con^ss  or 
sub-committee  of  joint  connittee  -  matters  within  their  jurisdiction 
requiring  disclosure  of  files  or  records  of  the  PERMIS  system. 

Law  enforcement  or  investigatory  authorities  -  investigation  and 
possible  criminal  prosecution,  civil  court  action  or  regulatory  order. 

Marine  Corps  -  produce  microfiche  from  documents. 

Dep^ment  of  the  Army  -  optical  scanning  of  documents  and 
recording  of  data  on  magnetic  tape. 

DESCOMP  INC  (a  contractor)  and  its  employees  -  punch  cards 
and  key-to-disc  recording  of  data  from  documents. 

Chesapeake  and  Potomac  Telephone  Co  (a  contractor)  and  its 
employees  •  Telecommunication  transmission  of  data  between  the 
central  computer  faciCty  and  the  remote  terminals. 

Polkks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  magnetic  discs;  computer  magnetic  tapes; 
computer  magnetic  cards;  punched  cards;  computer  paper  prin¬ 
touts;  microfiche;  optical  scanning  sheets. 

Retrievability:  Automated  records  are  accessed  and  retrieved  by 
social  security  account  number,  position  number,  military  billet 
number,  or  by  a  combination  of  characteristics  such  as  occupation 
code,  grade,  year  of  birth,  and  level  of  education. 

Computerized  indices  are  required  to  retrieve  individual  records 
from  the  automated  system; 

Microfiche  are  fil^  alphabetically  by  last  name  of  employee; 
computer  paper  printouts  are  filed  at  random.  Information  can  be 
retrieved  from  them  by  name,  social  security  account  number,  or 
organization  code. 

Punched  cards  and  optical  scanning  sheets  are  accessible  by  so¬ 
cial  security  account  number  and  name. 

Safeguards:  The  computer  facility  is  located  in  a  restricted  area 
accessible  only  to  authorized  persons  that  are  properly  screened, 
cleared  and  trained. 

Computer  fail-safe  systems  software  is  employed  to  insure  that 
only  authorized  personnel  are  able  to  obtain  data  via  the  terminals. 

Computer  printouts,  microfiche,  punched  cards,  and  optical 
scanning  sheets  are  available  only  to  authorized  personnel  having  a 
need  to  know. 

Retention  and  disposal:  The  records  on  punched  paper  cards, 
magnetic  cards,  and  magnetic  tapes  are  transferred  to  the  magnetic 
discs,  where  they  are  maintained  permanently; 

The  microfiche  will  be  maintained  as  long  as  they  provide  useful 
information  and  will  then  be  destroyed  by  mechanical  or  related 
means; 

The  computer  paper  printout  and  paper  card  output  are  main¬ 
tained  for  relatively  short  periods  of  time,  generally  ranging  from 
one  day  to  three  months,  and  are  then  recycled. 

System  managerfs)  and  addrem:  Commanding  Officer,  Naval 
Material  Command  Support  Activity.  Department  of  the  Navy, 
Washington,  D.C.  20360;  and  Civilian  Personnel  Offices. 

Notification  procedure:  Request  from  individuals  should  be  ad¬ 
dressed  to  the  above  system  manager  (SYSMANAGER);  written 
request  for  information  should  contain  the  full  name,  address,  and 
signature  of  the  individual;  the  individual  requester  may  visit  the 
civilian  personnel  office  of  one  of  the  activities  listed  under  LOCA¬ 
TION.  The  street  address  for  the  Naval  Material  Command  Sup¬ 
port  Activity  is  4040  N.  Fairfax  Drive,  Arlington,  Virginia  (note 
that  this  is  an  address  for  personal  visits  only;  it  is  not  acceptable 
as  a  mailing  address);  for  personal  visits,  the  individual  must 
present  as  proof  of  identity  his  or  her  Department  of  Defense  or 
Navy  building  pass  or  identification  badge,  or  driver’s  license  or 
other  type  of  identification  bearing  a  picture  or  signature,  or  other 
data  sufficient  to  insure  that  the  individual  is  the  subject  of  the 
inquiry. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contestng 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Navy  Civilian  Personnel  Offices;  auto¬ 
mated  system  interface  (Navy  milita^  personnel);  Navy  manpower 
offices.  Navy  military  personnel  offices;  supervisors,  schools,  and 
colleges. 


Systems  exempted  from  certain  provirions  of  the  act:  NONE 
N66001  TECHAUTHIND 

System  name:  Technical  Paper/Author  Cross  Index  System 
System  location:  Commander,  Naval  Undersea  Center,  San 
Diego,  California  92132 

Categories  of  individuals  covered  by  the  system:  NUC  personnel, 
past  and  present,  who -have  authored  unclassified  technical  papers. 

Categories  of  records  in  the  system:  Author’s  name,  title  of  paper 
and  administrative  control  number  for  the  paper. 

Authority  for  maintenance  of  the  system:  5  USC  301,  Departmen¬ 
tal  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  quickly  locate  a 
technical  paper  for  a  requestor  if  author  is  known  and  title  is  unk¬ 
nown.  Requestors  inclu^  Center  technical  and  management  per¬ 
sonnel,  and  Center’s  technical  writing/editing  group. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Index  card  file 
Retrievability:  Name 

Safeguards:  Considered  as  normally  accessible  office  record. 
Retention  and  disposal:  Permanent 

System  managerfs)  and  address:  Public  Affairs  Officer,  Naval  Un¬ 
dersea  Center,  San  Diego,  Clalifomia  92132 

Notification  procedure:  Individuals  may  visit  or  call  office  or 
system  manager,  identify  themselves  by  giving  their  name,  and  ob¬ 
tain  information  concerning  their  records. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Information  obtained  from  technical 
papers  when  submitted  to  this  office  for  public  release. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N66123  PRIVATE  RELIEF 
System  name:  Private  Relief  Legislation 

System  location:  Office  of  Legislative  Affairs 
Department  of  the  Navy  ' 

Pentagon,  Room  SC831 
Washington,  D.C.  203S0 

Categories  of  individuals  covered  by  the  system:  Individuals  con¬ 
cerning  whom  private  legislation  is  introduce  in  the  U.S.  Congress. 

Categories  of  records  in  the  system:  Letters  to  Congressional 
Committees,  expressing  the  views  of  the  department  concerning  the 
legislation  and  records  necessary  to  prepare  the  letters. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  Depart¬ 
mental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  File  maintained  to 
prepare  for  Congress  the  position  of  the  department  concerning  the 
legislation.  Routine  disclosures  are  made  to  Congress;  interested 
Navy,  Marine  Corps  and  DOD  Components;  OMB;  and  other  in¬ 
terested  executive  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 
Retrievability:  Name 

Safeguards:  Access  generally  limited  to  personnel  of  the  Office  of 
Legislative  Affairs.  Stored  in  a  locked  office. 

Retention  and  disposal:  Retained  for  at  least  6  years  or  as  long  as 
the  legislation  is  active  if  more  than  6  years  and  then  moved  to 
Federad  Records  Center,  GSA  Accession  Section,  Washington, 
D.C.  20409 

System  manager(s)  and  address:  Chief  of  Legislative  Affairs 
Department  of  the  Navy 
Pentagon,  Room  SC83t 
Washington,  D.C.  203S0 

Notification  procedure:  System  Manager;  Full  name,  term  and 
session  of  Congress  when  bill  introduce,  bill  number,  sponsor  of 
bill  (if  available);  Office  of  Legislative  Affairs,  DeparUnent  of  the 


FEDERAL  REGISTER,  VOL.  42,  NO.  188 — WEDNESDAY,  SEPTEMBER  28,  1977 


51314 


PRIVACY  ACT  ISSUANCES 


Navy,  PenUgon.  Washington,  D.C.  Driver’s  license  or  similar  sub¬ 
stitute. 

Eccord  access  preccdnrcs:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contcstteg  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obuined  from  the  system  manager. 

Record  sonree  categories:  Member  of  Congress;  individual  about 
whom  file  is  maintained  and  individuals  from  whom  he  solicits  in¬ 
formation;  other  Navy,  Marine  Corps,  and  DOD  components; 
OMB;  and  other  interested  executive  agencies. 

Systenss  cxesapted  from  certala  provlslona  of  the  act:  None 
NM715.1RLPS 

System  name:  NAME/LEAD  Processing  System 

System  locatloa:  Primary  System,  Navy  Recruiting  Command, 
4015  Wilson  Boulevard,  Arlington,  Virginia  22203 

Categories  of  Mdfvldaab  covered  by  the  system:  Individuals  who 
have  responded  to  Navy  advertising,  requested  their  names  not  be 
used  in  future  Navy  advertising,  students  throughout  the  country 
who  may  be  qualified  for  enlistment,  first-term  enlistees  on  active 
duty  in  tihe  U.  S.  Navy,  veterans,  enlisted  discharged  personnel. 

Categories  of  records  la  the  system:  Automated  and  non-auto- 
mated  form  containing  personal  records  and  correspondence  on 
both  education,  service,  and  Navy  program  information  on  poten¬ 
tial  Navy  applicants. 

Aathorlty  tor  malatenaacc  of  the  system:  10  USC  5531;  Section 
133,  503,  504,  508,  510;  5  USC  Sections  301,  302;  44  USC  Sections 
3101,  3702 

Roatlae  uses  of  records  maintained  la  the  system.  Including  cafego* 
lies  of  users  aad  the  purposes  of  such  uses:  Navy  recruiting  officials 
and  employees  in  the  performance  of  their  official  duties  in  manag¬ 
ing  the  recruitment  of  men  and  women  for  officer  and  enlisted  pro¬ 
grams  in  the  regular  and  reserve  components  of  the  Navy. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  performance  of  the  duties  of 
the  general  accounting  office. 

Officials  and  employees  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  official  duties. 

Civilian  contractors  and  their  employees  who  manage  automated 
and 

Officials  and  employees  of  the  Department  of  Transportation  in 
the  performance  of  their  official  duties,  manual  categories  of 
records  in  accordance  with  an  approved,  official  contract  with  the 
U.  S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaiaing, 
and  disposing  of  records  la  the  system: 

Storage:  Automated  records  are  maintained  on  disks,  magnetic 
tape  or  on  punched  cards  in  a  limited  access  area. 

Computer  print  outs  are  stored  in  locked  filing  cabinets  or  file 
folders 

RetrlevabllHy:  Information  can  be  accessed  by  name,  program 
and  social  security  account  number. 

Safegaards:  Lists  and  files  are  handled  with  maximum  security 
during  processing  and  storage,  and  are  accessible  to  routine  users 
only  and  then  only  through  a  selected  group  of  individuals  charged 
with  security  of  the  lists.  Files  are  stored  in  a  limited  access  area 
and  coded  so  that  only  several  persons  have  both  knowledge  of  the 
code  and  access  to  the  files. 

Retention  and  disposal:  A  record  is  maintained  of  all  outgoing  au¬ 
tomated  responses,  and  disposed  of  in  accordance  with  Departmen¬ 
tal  Regulations. 

Compiled  lists  and  commercial  purchased  lists  are  maintained  for 
certain  period  of  time  depending  on  the  usefulness  and  currentness 
of  the  information,  and  disposed  of  in  accordance  with  Departmen¬ 
tal  Regulations. 

System  manager(s)  and  address:  Director,  Recruiting  Adverstising 
Department,  Navy  Recruiting  Command,  4015  Wilson  Boulevard, 
Arlington,  Virginia  22203 

Notification  procedure:  Requests  should  be  addressed  to: 
Director,  Recruiting  Advertising  Department,  Navy  Recruiting 
Command,  4015  Wildon  Boulevard,  Arlington,  Virginia  22203. 

Requester  is  required  to  provide  a  full  name,  address,  and  signa¬ 
ture. 

Record  access  procedures:  The  agency's  rules  for  access' to 
records  may  be  obtained  from  the  SYSMANAGER 


Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  Parents,  influentials,  friends  and  as¬ 
sociates  of  the  subject  of  the  records  and  officials  and  employees 
of  the  Department  of  the  Navy,  Department  of  Defense,  and  the 
Veterans  Administration  in  the  performance  of  their  official  duties 
and  as  specified  by  current  Instructions  and  regulations  promul¬ 
gated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N66715.20SAS 

System  name:  Officer  Selection  and  Appointment  System 

System  location:  Primary  System  -  Navy  Recruiting 'Command, 
4015  Wilson  Boulevard,  Arlington,  Virginia  22203  Decentralized 
segments  -  Headquarters,  Navy  Recruiting  Activities  and  subsidiary 
offices;  Armed  Forces  Entrance  and  examining  Centers;  Bureau  of 
Naval  Personnel;  Bureau  of  Medicine  and  Surgery;  National  Per¬ 
sonnel  Records  Centers;  Naval  Reserve  Units;  Naval  Education 
and  Training  Activities;  NROTC  Units;  Naval  Sea  System  Com¬ 
mand  Headquarters,  Nuclear  Power  Directorate;  Naval  Intelligence 
Command  and  subsidiary  activities;  Department  of  Defense  Medi¬ 
cal  Examination  Review  Board. 

Categories  of  iadividuala  covered  by  the  system:  Individuals  who 
have  made  application  for  direct  appointment  to  commissioned 
grade  in  the  Regualr  Navy  or  Naval  Reserve,  applied  for  officer 
candidate  program  leading  to  commissioned  status  in  the  U.S. 
Naval  Reserve,  applied  for  a  Navy/Marine  Corps  sponsored 
NROTC  scholarship  program  or  preparatory  school  program,  ap¬ 
plied  for  interservice  transfer  to  Regular  Navy  or  Naval  Reserve. 

Categories  of  records  lu  the  system:  Records  and  correspondence 
in  both  automated  and  non-automated  form  concerning  any  appli¬ 
cant’s  personal  history,  education,  professional  qualifications, 
physical  qualifications,  mental  aptitude,  character  and  interview  ap¬ 
praisals,  National  Agency  Checks  and  certifications  of  background 
investigations.  ^ 

Authority  tor  maintenance  of  the  system:  Title  10,  United  States 
Code,  Sections  governing  authority  to  appoint  officers.  10  USC 
Sections  591,  600,  716,  2107  ,  2122,  5579,  5600.  Merchant  Marine 
Act  of  1939  (as  amended);  Executive  Orders  9397,  10450,  11652;  5 
USC  301  .Departmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  duties 
in  managing  and  contributing  to  the  recruitment  of  qualified  men 
and  women  for  officer  programs  in  the  regular  and  reserve  com¬ 
ponents  of  the  Navy. 

Officials  and  employees  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  official  duties. 

Officials  and  employees  of  the  Department  of  Transportation  in 
the  performance  of  their  official  duties. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office  relating  to  the  management  of  quali¬ 
ty  military  recruitment. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  fraudulent  enlistment 
or  other  matters  under  the  jurisdiction  of  such  agencies.  Officials 
and  employees  of  other  Departments  and  agencies  of  the  Executive 
Branch  of  government,  upon  request,  in  the  performance  of  their 
official  duties  related  to  the  management  of  quality  military  recruit¬ 
ment. 

Officials  and  employees  of  the  Veterans  Administration  and 
Selective  Service  Administration  in  the  performance  of  their  offi¬ 
cial  duties  related  to  enlistment  and  reenlistment  eligibility  and  re¬ 
lated  benefits. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  on  matters  within  their  jurisdic¬ 
tion  requiring  disclosure  of  files  or  records  of  personnel  covered  by 
this  system. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dteposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tape;  paper 
records  are  stored  in  file  folders. 

RetrievabilHy:  Name  and  social  security  number  applicant 
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Safeguards:  Records  kept  in  file  cabinets  and  offices  locked  after 
working  hours.  Based  on  requirements  of  user  activity,  some 
buildings  have  24-hour  security  guards. 

Rctentioa  and  disposal:  Application  records  maintained  six 
months;  after  six  months,  summary  sheets  maintained  for  5  years 
at  National  Record  Storage  Center.  NROTC  application  records 
kept  for  current  year  only.  Correspondence  files  maintained  for  two 
years. 

System  managerfs)  and  address:  Commander,  Navy  Recruiting 
Command,  4013  Wilson  Boulevard,  Arlington,  Virginia  22203 

Nodficatioa  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Comnuuider  Naval  Recruiting  Command  (Attn:  Privacy 
Act  Coordinator),  4013  Wilson  Boulevard,  Arlington,  Va.  22203;  or. 
Chief  of  Naval  Reserve  (Code  11 1C),  New  Orleans,  Louisiana, 
70146,  or,  to  applicable  Naval  Recruiting  District  as  listed  under 
U.S.  Government  in  white  pages  of  telephone  book.  Letter  should 
contain  full  name,  address,  social  security  account  number  and 
signature. 

The  individual  may  visit  Commander,  Navy  Recruiting  Com¬ 
mand,  40r3  Wilson  Boulevard,  Arlington,  Va.  22203.  Proof  of 
identification  will  consist  of  picture-bearing  or  other  official 
identification. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appeaUng  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  System  Manager. 

Record  source  categories:  Navy  Recruiting  personnel  and  em¬ 
ployees  processing  application;  Medical  personnel  conducting 
physical  examination  and  private  physicians  providing  consultations 
or  patient  history;  character  and  employer  references  named  by  ap¬ 
plicants;  educational  institutions,  sudf  and  faculty  members;  Elec¬ 
tive  Service  Conunission  local  state,  and  Federal  law  enforcement 
agencies;  prior  to  current  military  service  record;  members  of  Con¬ 
gress;  Commanding  Officer  of  Naval  Unit,  if  active  duty;  Depart¬ 
ment  of  Navy  offices  charged  with  personnel  security  clearance 
functions.  Other  officials  and  employees  of  the  Department  of  the 
Navy,  Department  of  Defense,  and  components  thereof,  in  the  per¬ 
formance  of  their  official  duties  and  as  specified  by  current  instruc¬ 
tions  and  regulations  promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  3  U.S.C.  332  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N667153RESS 

System  name:  Recruiting  Enlisted  Selection  System 

System  location:  Primary  System  •  Commander  Navy  Recruiting 
Command  Decentralized  Segments  -  Navy  Recruiting  Area  Com¬ 
manders,  Navy  Recruiting  District  Headquarters,  Navy  Recruiting 
'A'  Stations,  Navy  Recruiting  Branch  StaUons,  AFEES. 

Categories  of  individuals  covered  by  the  system:  Records  and 
corespondence  pertaining  to  prospective  applicants,  applicants  for 
regular  and  reserve  enlisted  programs,  and  any  other  individuals 
who  have  initiated  correspondence  pertaining  to  enlistment  in  the 
United  States  Navy. 

Categories  of  records  in  the  system:  Records  and  correspondence 
in  both  automated  and  non-automated  form  concerning  personal 
history,  education,  professional  qualifications,  mental  aptitude, 
physi^  qualifications,  character  and  interview  appraisals.  National 
Agency  Checks  and  certifications,  service  performance  and  con¬ 
gressional  or  special  interests. 

Authority  for  maintenance  of  the  system:  10  USC  Sections  133, 
273,-  303  ,  304,  308,  310,  672,  1071  -  1087,  1168,  1169,  1473  -  1480, 
1333,  3031;  3  USC  301  Departmental  Regiilations. 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officios  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  duties 
in  managing  and  contributing  to  the  recruitment  of  qualified  men 
and  women  for  enlistment  in  the  regular  and  reserve  components  of 
the  Navy.  The  Comptroller  General  or  any  of  his  authorized 
representatives,  upon  request,  in  the  course  of  the  performance  of 
duties  of  the  General  Accounting  Office  relating  to  the  management 
of  quality  military  recruitment.  . 

Officials  and  employees  of  the  Department  of  Defense  in  the  per¬ 
formance  of  official  duties. 

Officials  and  employees  of  the  Department  of  Transportation  in 
carrying  out  their  official  duties. 


The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  fraudulent  enlistment 
or  other  nutters  under  the  jurisdiction  of  such  agencies.  Officials 
and  employees  of  other  Departments  and  agencies  of  the  Executive 
Branch  of  government,  upon  request,  in  the  perfonnance  of  their 
official  duties  related  to  the  management  of  quality  military  recruit- 
ntent.  • 

Officials  and  employees  of  the  Veterans  Administration  and 
Selective  Service  Adnunistiation  in  the  performance  of  their  offi¬ 
cial  duties  related  to  enlistment  and  reenlistment  eligibility  and  re¬ 
lated  benefits. 

The  seiute  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  on  matters  within  their  jurisdic¬ 
tion  requiring  disclosure  of  files  or  records  of  persotmel  covered  by 
this  system. 

Such  civilian  contractors  and  their  employees  as  are  or  nuy  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.S.  Government. 

Polida  and  practices  for  stortag,  retrieving,  acxessing,  retainteg, 
and  disposing  of  records  in  the  qrstem: 

Storage:  Autonuted  records  are  stored  on  magnetic  tape;  paper 
records  are  stored  in  file  folders. 

Retrievabllity:  Filed  alphabetically  by  last  name  of  subject 

Safeguards:  Records  are  accesible  only  to  authorized  Navy 
recruiUng  persotmel  within  and  are  handled  ,  with  security 
procedures  appropriate  for  dbcuments  classified  'For  Offical  Use 
Only’ 

Retention  and  disposal:  Records  are  normally  maintained  for  two 
years  and  then  destroyed. 

Systm  managerfs)  and  address:  Conunander,  Navy  Recruiting 
Comntand,  4013  Wilson  Boulevard,  Arlington,  Virginia  22203 

Notifkadon  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to:  Cotrurumder  Naval  Recruiting  Command  (Attn:  Privacy 
Act  Coordinator),  4013  Wilson  Boulevard,  Arlington,  VA  22203;  or. 
Chief  of  Naval  Reserve  (Code  11  IQ,  New  Orleans,  Louisiana, 
70146,  or,  to  applicable  Naval  Recruitii^  District  as  listed  under 
U.S.  Govenunent  in  white  pages  of  telephone  book.  Letter  should 
contain  fuU  nattK,  address,  social  security  account  number  and 
signature. 

The  individual  may  visit  CommatKler,  Navy  Recruiting  Com¬ 
mand,  4013  Wflson  Boulevard,  Arlington,  VA  22203.  Fimf  of 
identification  will  consist  of  picture-bearing  or  other  official 
identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  System  Manager. 

Contcstiiig  record  procedures:  The  agency’s  rules  for  contesting 
contents  arid  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  System  Manager. 

Record  source  categories:  Navy  Recruiting  persotmel  and  Ad¬ 
ministrative  Staff;  Medical  Personnel  conducting  physical  examina¬ 
tions  and/or  Private  Physicians  providing  consultations  or  patient 
history;  Clharacter  and  Emfdoyer  references;  Educational  institu¬ 
tions,  Staff  and  Facuhy  members;  Selective  Service  Conunission; 
Local,  State,  atxl  Federal  Law  enforcement  agencies;  prior  or  cur¬ 
rent  military  service  records;  Members  of  Congress. 

Other  officials  and  employees  of  the  Department  of  the  Navy, 

’  Department  of  Defense  and  components  thereof,  in  the  per¬ 
formance  of  their  official  duties  and  as  specified  by  current  instruc¬ 
tions  and  regulations  promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisioas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  3  U.S.C.  332  a  (j)  or  (k),  as  applica¬ 
ble.  For  ad^tional  information  contact  the  System  Manager. 

N66715^RATS 

System  name:  Navy  Recruiting  Command  Attrition  Tracking  System 

System  locathm:  Primary  System  •  Recruiting  Data  Systems,Com- 
ma^er.  Navy  Recruiting  Command,  4013  Wilson  Boulevard, 
Arlington,  Virginia  22203 

Categories  of  individuals  covered  by  the  systm:  Navy  Enlisted 
Persormel  who  attrite  during  Bask  Recruit  Training 

Categoria  of  records  in  the  system:  File  consists  of  records  and 
correspondence  pertaining  to  individuals  discharged  at  Navy 
Recruit  Training  Centers.  Records  include  personal  and  service  in¬ 
formation,  education,  physical  and  mental  qualifications  and  cir¬ 
cumstances  surrounding  drscharge. 

Authority  for  nmintenance  of  the  system:  10  USC  Sections  133, 
273,  303,  304,  308,  310,  3031;  3  USC  301  Departmental  Regulations. 
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PRIVACY  ACT  ISSUANCES 


Roudne  lues  of  records  maintained  in  the  svstem,  iniclndinf  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  duties 
in  managing  and  contributing  to  the  compoitents  of  the  Navy. 

Officials  and  employees  of  the  Department  of  Defense  in  carry¬ 
ing  out  their  official  duties. 

Officials  and  employees  of  the  Department  of  Transportation  in 
carrying  out  their  official  duties,  carrying  out  their  offic^  duties. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office  relating  to  the  management  of  quali¬ 
ty  military  recruitment. 

The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  cormection  with  litigation,  fraudulent  enlistment 
or  other  matters  under  the  jurisdiction  of  such  agencies.  Officials 
and  employees  of  other  DeparUitents  and  agencies  of  the  Executive 
Branch  of  government,  upon  request,  in  the  performance  of  their 
official  duties  related  to  the  management  of  quality  military  recruit¬ 
ment. 

Officials  and  employees  of  the  Veterans  Administration  and 
Selective  Service  Administration  in  the  performance  of  their  offi¬ 
cial  duties  related  to  enlistment  and  reerilistment  eligibility  and  re¬ 
lated  benefits. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  on  matters  within  their  jurisdic¬ 
tion  requiring  disclosure  of  files  or  records  of  personnel  covered  by 
this  system. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.  S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Manual  Records  stored  in  file  cabinets  in  a  secure 
govermnent  building.  Automated  records  are  maintained  on  mag¬ 
netic  tape. 

Retrievability:  Info  can  be  retrieved  by  Social  Security  Account 
Number,  Navy  Recruiting  Area  or  District  Recruit  Training  Center, 
Age,  Education,  Discharge  Reason  or  Date  of  Discharge. 

Safeguards:  Only  authorized  routine  users  are  permitted  access  to 
the  records.  The  Headquarters  building  in  which  the  records  are 
located  has  a  24-hour  guard  which  prevents  unauthorized  access  to 
the  building. 

Retention  and  disposal:  Records  are  maintained  at  Headquarters, 
Navy  Recruiting  Command  for  five  years,  and  then  destroyed. 
Records  at  Area  and  District  Headquarters  are  retained  for  one 
year  before  being  destroyed. 

System  manager(s)  and  addres:  Director,  Recruiting  Data 
Systems,  Navy  Recruiting  Command,  401S  Wilson  Bo^vard, 
Arlington,  Virginia  22203  Telephone:  202-692-4089 
Written  r^uests  for  information  should  contain  the  full  name, 
social  security  account  number  and  location  where  individual  was 
recruited,  and  signature. 

Notification  procedure:  Apply  to  System  Manager. 

Record  access  procedures:  The  Agency’s  for  access  to  records 
may  be  obtained  from  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contestiitg 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  System  Manager. 

Record  source  catqeorles:  Discharge  Sections  at  Navy  Recruit 
Training  Commands  Other  officials  and  employees  of  the  Depart¬ 
ment  of  the  Navy,  Department  of  Defense  and  components 
thereof,  in  the  performance  of  their  official  duties  and  as  specified 
by  current  instructions  and  regulations  promulgated  by  competent 
authority. 

Systems  exempted  from  certain  provisioiis  of  the  act:  None 
N667153RCSS 

System  name:  Navy  Recruiting  Support  System 
System  locafion:  Headquarters,  Navy  Recruiting  Command,  401S 
Wilson  Boulevard,  Aarlington,  Virginia  22203 
Decentralized  Segments-Navy  Recruiting  Areas;  Navy  Recruiting 
Districts;  Navy  Recruiting  ’A’  Stations;  Navy  Recruiting  Branch 
Stations. 

Categories  of  indhriduals  covered  by  the  system:  Students  who 
have  taken  the  Armed  Forces  Vocational  Aptitude  Battery;  Naval 
Reserve  officers  nominated  by  District  Commanding  Officers  for  a 


collateral  duty  assignment  as  Recruiting  District  Assistance  Council  j 
Chairmen  (RDAC);  Enlisted  Personnel  selected  by  local  Navy 
Recruiter  for  participation  in  local  Navy  Recruiting  effort;  Commu 
nity  leaders  and  individuals  who  provide  assistance  to  Navy 
Recruiters. 

Categories  of  records  in  the  system:  Name;  Social  Security 
Number;  Address;  Pertinent  family  information;  Pertinent  military 
information;  Professional  and  education  affiliations  and  experieiKe. 

Audiority  for  maintenance  of  the  system:  10  USC  Sections  133, 

503,  504,  508,  510,  5031;  5  USC  301  Departmental  ReguUUons;  44 
use  Actions  3101,  3702. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  field 
recruiters  with  various  vehicles  of  recruiting  support;  to  familiarize 
Navy  Recruiters  with  community  leaders;  to  provide  a  thorough  in¬ 
terface  between  the  Navy  and  the  conununity;  to  promote  the  I 
Navy  among  the  members  of  the  civilian  community;  to  provide 
educators  with  a  measure  of  the  vocational  aptitude  of  their  stu-  I 

denu  through  administration  of  the  Armed  Services  Vocational  Ap¬ 
titude  Battery;  cultivate  community  awareness;  to  assign  inactive 
Reserve  officers  to  Recruiting  support  functions  as  Recruiting  Dis¬ 
trict  Assistance  Council  Chairmen;  to  facilitate  liaison  with  various 
business  and  social  and  education  cultures  in  the  community;  ob¬ 
tain  media  support  for  the  Navy  Recruiting  Command;  Assist  the 
local  recruiter  in  anyway  the  recruiter  feels  necessary;  to  generate 
prospective  applicants  for  the  United  States  Navy.  Enlisted/Officer 
Navy  Recruiters;  Navy  Recruiting  District  Commanding  Officers; 

Navy  Recruiting  Area  Commanders;  Navy  Recruiting  Headquarters 
staff  persoiuiel;  Naval  Reserve  Officers  filling  official  recruiting 
support  functions. 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  duties  in  managing  and  contributing  to  the 
recruitment  of  qualified  men  and  women  for  officer  programs  in 
the  regular  and  reserve  components  of  the  Navy. 

Officials  and  employees  of  the  Department  of  Defense  in  carry¬ 
ing  out  their  official  duties. 

Officials  and  employees  of  the  Department  of  Transportation  in 
carrying  out  their  offic^  duties. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office  relating  to  the  management  of  quali¬ 
ty  military  recruitment. 

The  Attorney  General  of  the'  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  fraudulent  enlistment 
or  other  matters  under  the  jurisdiction  of  such  agencies.  Officials 
and  employees  of  other  Departments  and  agencies  of  the  Executive 
Branch  of  government,  upon  request,  in  the  performance  of  their 
official  duties  related  to  the  management  of  qi^ty  military  recruit¬ 
ment. 

Officials  and  employees  of  the  Veterans  Administration  and 
Selective  Service  Adminitration  in  the  performance  of  their  official 
duties  related  to  enlistment  and  reenlistment  eligibility  and  related 
benefits. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  conunittee  or  subconunittee  thereof  on  matters  within  their 
jurisdiiction  requiring  disclosure  of  files  or  records  of  personnel 
covered  by'  this  system. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  cabinets  and  magnetic  tape 

Retrievability:  Information  can  be  accessed  by  luune  and  social 
security  number 

Safeguards:  Lists  and  files  ate  handled  with  discretion  and  ac¬ 
cessible  only  to  those  personnel  having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  for  the  tenure  of  the 
individual  involved  or  in  the  case  of  high  school  Armed  Services 
Vocational  Aptitude  Battery  lists  for  a  maximum  two-year  period 
or  until  information  is  no  longer  useful  for  recruiting  support. 

Magnetic  tapes  are  demagnetized;  other  trumual  files  are 
shredded  or  burned  when  discarded. 

System  managerfs)  and  addrem:  Director,  Recruiting  Support  De¬ 
partment,  Navy  Recruiting  Command,  4015  Wilson  Boulevard, 
Arlington,  Virginia  2^3 

Notification  procedure:  Information  may  be  obtained  from; 
Director,  Recruiting  Support  Department,  Navy  RecruiUng  Com¬ 
mand,  4015  Wilson  Boulevwd,  Arlington,  Virginia  22203 
Telephone:  202/692-4795 
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Requester  it  required  to  supply  full  name,  rank/rate  (if  applica¬ 
ble),  address  and  social  security  number. 

Record  access  procedures:  The  agency’s  rxUes  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Subject  of  the  information;  Field 
Recruiters;  Area  Commanders/  District  Commanding  Officers; 
Chief  of  Naval  Personnel;  Chief  of  Naval  Reserve;  District  Com¬ 
mandants;  Chief  of  Naval  Education  and  Training;  Vocational  Test¬ 
ing  Group;  Recruit  Training  Commands;  Service  Schools  Com¬ 
mands  and  other  officials  and  employees  in  the  Department  of  the 
Navy  and  other  components  of  the  Department  of  Defense  in  the 
performance  of  their  officials  duties  and  as  specified  by  current  in¬ 
structions  and  regulations  promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
N68056  005 

System  name:  Legal  Records  System 

System  location:  Commanding  Officer 

Naval  Regional  Medical  Center 

San  Diego,  CA  92134 

Categories  of  individuals  covered  by  the  system:  Patients,  visitors, 
staff  and  employees  of  Naval  Regio^  Medical  Center,  San  Diego, 
CA  92134. 

Categories  of  records  in  the  system:  Incident  reports  and  in-house 
investigations;  records  of  Commanding  Officer’s  Nonjudicial 
Punishment  and  appeals  thereof;  files  of  litigation  and  potential 
litigation. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  Depart¬ 
mental  Regulations;  Federal  Tort  Claims  Act;  Medical  Care 
Recovery  Act;  Article  15,  UCMJ. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Some  are  protected  by 
attorney-client  relationship,  and  thus  are  not  released  without  con¬ 
sent  of  client  or  used  in  any  way  other  than  original  purpose.  In¬ 
cident  reports  used  for  internal  administration  of  Medici  Center 
(to  correct  errors  and  improve  procedures)  and  to  notify  attorney 
of  incidents  having  a  potential  for  legal  action.  In-house  investiga¬ 
tions  used  to  prepare  for  litigation.  Records  of  NJP  used  in  ad¬ 
ministering  Article  15,  UCMJ,  punishment  and  for  referral  to  Mili¬ 
tary  Personnel  System  (for  performance  evaluation,  administrative 
separation,  etc.). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  forms,  letters. 

Retrievability:  Name. 

Safeguards:  Available  to  staff  of  Staff  Judge  Advocate  (three  per¬ 
sons)  on  a  ’need  to  know’  basis  only.  Otherwise,  maintained  in 
locked  cabinets  and/or  in  locked  rooms. 

Retention  and  disposal:  Retained  as  required;  destroyed  or  moved 
to  National  Personnel  Records  Center,  St.  Louis,  MO,  as  directed 
by  Department  Regulations. 

System  manager(s)  and  address:  Staff  Judge  Advocate 

Naval  Regional  Medical  Center 

San  Diego,  CA  92134 

Notification  procedure:  Individuals  can  determine  whether  the 
system  contains  records  pertaining  to  them  by  writing  or  visiting 
t^  System  Manager  and  supplying  fuU  name,  SSN,  military  status, 
approximate  date  of  contact  with  system  (if  known). 

Record  accen  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Investigative  reftorts  (as  from  JAG 
Manual  investigations.  Office  of  Naval  Intelligence  reports.  Securi¬ 
ty  System,  etc.).  Military  Personnel  System,  medical  records,  per¬ 
sonal  interviews,  perso^  observation,  reported  by  persons  wit¬ 
nessing  or  knowing  of  incidents. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k),  as  applica- 
bw.  For  additional  information  contact  the  System  Manager. 


N68142MI1AS 

System  name:  Manhour  Accounting  System 
System  location:  Naval  Education  and  Training  Information 
Systems  Activity  Naval  Air  Station  Pensacola,  FL  32508 
Categories  of  individuals  covered  by  the  system:  Active  military 
and  civilian  personnel  assigned  to  maintenance  activities  in  the 
Naval  Education  Training  Command 
Categories  of  records  in  the  system:  One  type  record  which  con¬ 
tains  the  following:  Assigned  organization  code  Work  center  code 
Name  Grade  code  Pay  rate  StKial  Securiw  Number  NEC/MOS 
Labor  Code  Type  Transaction  Labor  Code  Nours  assigned 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Master  roster  listing 
Work  center  labor  code  Work  center  labor  utilization  Grade  code 
utilization  Internal  Navy  Users  are  Naval  Education  Training  Com¬ 
mand  Activities 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Punched  cards,  magnetic  tape  and  flat  paper 
Retrievability:  Organization  code  Social  Security  number  Woik 
Center 

Safeguards:  Files  are  stored  in  a  limited  access  area.  Information 
provided  via  batch  processing  is  of  a  predetermined  and  strictly 
formatted  nature. 

Retention  and  disposal:  Individual  personal  data  are  retained  only 
for  that  period  of  time  that  an  individual  is  assigned  to  or  is  sup¬ 
porting  a  training  evolution  or  activity.  Upon  departure  of  an  in¬ 
dividual,  personal  data  are  deleted  from  the  records  and  history 
records  are  not  maintained. 

System  managerfs)  and  addrea:  Chief  of  Naval  Air  Training 
Building  1  Naval  Air  Station  Corpus  Christi,  TX  78319 
Records  Holder: 

Conunanding  Officer 
Naval  Education  and  Training 
Information  Systems  Activity 
Naval  Air  Station 
Pensacola,  FL  32508 

Notification  procedure:  Individuals  desiring  information  whether 
the  system  contains  records  pertaining  to  them  should  request  that 
determination  from  the  Records  Holder  listed  under 
SYSMANAGER.  The  requester  should  provide  his  social  security 
number  and  full  name.  The  office  of  the  Records  Holder  listed 
under  SYSMANAGER  may  be  visited  for  this  determination  but 
the  requester  must  present  his  social  security  card  and  military 
identification  card. 

Record  acccs  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  systems  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  intitial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  systems  manager. 

Record  source  categories:  Naval  Air  Training  Conunand  Activities 
and  organizations 

Systems  exempted  from  certain  provisioos  of  the  act:  None 
N68142PDBA/SIPM 

System  name:  Personnal  Data  Base  Application/Student  Instructor 
Performance  Module 

System  locatkm:  Naval  Education  and  Training  Information 
Systems  Activity  Naval  Air  Station  Pensacola,  FL  32508 
Categories  of  individuals  covered  by  the  system:  Students  under  in-* 
struction  at  Naval  Air  Traiiung  Command  Activities  Instructors  at 
Naval  Air  Training  Conunand  Activities  Staff  and  Base  Support 
Persoimel  at  Naval  Air  Training  Conunand  and  Naval  Air  Training 
Conunand  Activities 

Categories  of  records  in  the  system:  Basic  Identification  Records 
i.e.,  social  security  number,  name,  sex,  date  of  birth.  Personnel 
records  i.e.,  rank/rate/grade.  Branch  of  Service,  BiUet,  Exf^tion 
of  Active  Obligated  Service.  Professional  records  Le.,  Navy  En¬ 
listed  Classification,  Subspecialty  Code,  Test  Scores.  Educsdional 
Records  i.e..  Education  Levels,  Service  and  Civilian  Schoob  at¬ 
tended,  Decrees,  majors.  Location  Records  Le.,  Duty  Stations, 
Home  addresses. 

Authority  for  maintenance  of  the  system:  5  USC  301 
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PRIVACY  ACT  ISSUANCES 


Roudnc  met  ol  records  moinUlned  in  the  system,  including  cntcgo- 
ries  of  users  and  ttw  purposes  of  such  uses:  Student  performance, 
progression  and  prediction  Instructors  Performance  O^anizational 
and  Admmistrative  Control  Internal  Navy  Uses  are  Chief  of  Naval 
Personnel,  Naval  Air  Training  Command  staff  personnel,  and 
NAVAIRTRACOM  Activities  staff  personnel 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Punched  cards,  magnetic  tape,  direct  access  storage 
devices  and  flat  paper. 

Retrievability:  Swial  Security  Number,  Name 
Safeguards:  Data  on  file  is  protected  as  follows.  On-line  access  is 
controlled  by  terminal  identification  and  a  password  system.  Ter¬ 
minal  Identification  is  positive  and  maintairied  by  a  single  control 
point.  Physical  access  to  termiiuds  is  restrict^  to  specifically 
authorized  individuals.  Password  authorization,  assignment  and 
monitoring  are  the  responsibility  of  the  functional  maiuigers.  Infor¬ 
mation  provided  via  batch  processii^  is  of  a  predetermined  and 
rigidly  formatted  nature.  Any  output  is  controlled  by  the  functional 
managers  who  also  control  t^  distribution  of  output. 

Rctendou  and  disposal:  Individual  personal  data  is  retained  only 
for  that  period  of  time  that  an  individual  is  assigned  to  or  is  sup¬ 
porting  a  training  evolution  or  activity.  Upon  departure  of  an  in- 
dividuL,  personm  data  is  deleted  from  the  records.  History  records 
are  not  maintained. 

System  nunagcits)  and  addres:  Chief  of  Naval  Air  Training 
Building  I  Naval  Air  Station  Corpus  Christi,  TX  78319 
Records  Holder: 

Commanding  Officer 
Naval  Education  and  Train^ 

Information  Systems  Activity 
Naval  Air  Station 
Pensacola,  FL  32S08 

Notmeatioa  procedure:  Individuals  desiring  information  whether 
the  system  contains  records  pertaining  to  them  should  request  that 
determination  from  the  Records  Holder  listed  under 
SYSMANAGER.  The  requester  should  provide  his  social  security 
number,  full  name  and  present  status,  i.e..  Military  or  Civilian.  The 
office  of  the  Records  Holder  listed  under  SYSMANAGER  may  be 
visited  for  this  determination  but  the  ^uester  must  present  his  so¬ 
cial  security  card  and  military  or  Civilian  identification  card. 

Record  accem  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  systems  manager. 

Contesting  record  procures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  <^tained  from  the  systems  manager. 

Record  source  categories:  Chief  of  Naval  Personnel,  Naval  Air 
Training  Command  Activities  staff  and  Instructors  persoimel,  Edu- 
catioiud  Institutions,  Individuals 
Systems  esempted  from  certain  provisions  of  the  act:  None 
N68221  PERSRESCHSYSTM 

System  name:  Persoimel  Management  and  Training  Research 
Statistical  Data  System 
System  location:  Commanding  Officer 
U.  S.  Navy  Personnel  Research  and  Development  Center 
San  Diego,  California  921S2 

Categories  of  individuals  covered  by  the  system:  U.  9.  Navy  and 
Marine  Corps  Personnel  and  applicants  thereto:  Active  duty, 
reserve,  prior  service,  dependents,  retired,  and  Department  of  the 
Navy  civilians  from  1951  to  present.  (Only  samples  of  data  from 
each  category  are  on  file,  depending  on  research  study.) 

Categories  of  records  in  the  system:  Performance,  attitudinal,  bio¬ 
graphic,  aptitude,  vocational  mterest,  demographic,  physiolo^cal. 
Data  in  any  file  are  limited,  depending  on  purpose  of  the  research 
study. 

Authority  for  dudntenance  of  the  system:  S  USC  301  Departmental 
Regulations 

Routine  uses  of  records  maintained  in  ttie  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  data  are  used  solely 
by  Navy  Personnel  Research  and  Development  Center  researchers 
udio  analyze  them  statistically  to  arrive  at  reconunendations  to 
management  on  such  topics  as:  Comparison  of  different  training 
methods,  selection  tests,  equipment  designs,  or  policies  relating  to 
improving  race  relations  and  decrying  drug  abuse.  In  no  case  are 
the  data  used  for  other  than  statistical  purposes;  that  is,  the  data 


are  not  used  in  making  decisions  affecting  specific  individuals  as  in¬ 
dividuals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiiig  of  records  in  the  system: 

Storage:  Magnetic  tapes,  magnetic  disk,  punched  cards,  and  cod¬ 
ing 

Retrievability:  Records  are  retrievable  by  name,  social  security 
number,  or  sei  vice/file  numbers,  but  such  identifying  information  is 
used  oiUy  to  permit  collation  of  data  for  statistic  analysis,  and  is 
not  used  for  retrieval  of  individual  records. 

Safeguards:  Unauthorized  access  to  records  is  controlled  by: 
Security  clearances  for  all  Research  Center  and  contractor  person¬ 
nel;  physical  security  including  a  badge  system  for  entry  to  the 
Center  and  a  24-hour  guard  maintained  on  a  fenced  compound; 
control  of  visitors;  data  bank  users  having  special  access  codes; 
and,  access  limited  to  only  designated  personnel. 

Rctentioa  and  disposal:  Records  are  destroyed  five  years  after 
termination  of  a  research  project.  They  are  maintained  within  the 
confines  of  the  Research  Center.  Destruction  is  accomplished  by 
degaussing  magnetic  tapes  and  disks,  and  punched  cards  are  recy¬ 
cled. 

System  manageifs)  and  addrass:  Director  of  Programs  (Code 
03PA) 

U.  S.  Navy  Personnel  Research  and  Development  Center 

San  Diego,  California  92152 

Notification  procedure:  Research  Center  files  are  organized  by 
research  study.  To  determine  if  Center  files  contain  information 
concerning  himself,  an  individual  would  have  to  specify  time  and 
place  of  participation  in  the  research,  unit  to  which  attached  at  the 
time,  and  descriptive  information  about  the  study  so  that  ap¬ 
propriate  data  may  be  located.  For  further  information,  contact  the 
System  Manager. 

Office  to  visit:  Contact  System  Manager 

Visitor  Identification:  System  Manager  will  specify 

Record  accem  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  (Stained  from  the  System  Manager. 

Record  source  categories:  The  source  depends  on  purpose  and  na¬ 
ture  of  study:  From  the  subjects  themselves,  educational  institu¬ 
tions,  supervisors,  peers,  instructors,  spouses,  and  job  sample 
tests. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5U.S.C.  552  a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  System  Manager. 

N96e21  •2d3 

System  name:  Tests  and  Examinations  Record  Systems 

System  kwatfon:  Office  of  Civilian  Manpower  Management 
(OCMM),  Regional  Offices  of  Civilian  Manpower  Management 
(ROCNOM’s),  Capital  Area  Personnel  Services  Office-Navy 
(CAPSO-^;  and  Navy  Staff,  headquarters,  and  field  activities  em¬ 
ploying  civilians.  Mailing  adc^sses  are  provided  in  the  Department 
of  the  Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuab  covered  by  the  system:  All  Navy  civilian 
employees,  or  applicants  for  civiliim  employment  p^  from  ap¬ 
propriated  funds,  serving  under  career,  career-conditional  and  ex¬ 
cepted  appointment  and  occupying  competitive  excepted  service 
positions. 

Categories  of  records  in  the  system:  System  consists  of  non-auto- 
mated  records  reflecting  information  pertaining  to  the  employee’s 
scores  on  a  written  or  performance  test.  Automated  records  of  em¬ 
ployees  test  scores  are  kept  by  some  activities.  Manual  records  of 
the  test  scores  are  maintained  by  the  designated  Test  Control  Of¬ 
ficers  in  activities  providing  testing  services. 

Authority  for  maintenance  of  the  system:  Title  5,  USC  3304a  ’ 
Noncompetitive  Examinations  ’ 

Routine  uscs'of  records  maintained  in  the  systra,  including  catego¬ 
ries  of  users  and  the  purpoacs  of  such  uses:  Officios  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  for  meri^  promotion  selection  purposes,  for  placement,  train¬ 
ing  and  employee  development  purposes.  Representatives  of  the 
United  Sstates  Civil  Service  Commission  on  matters  relating  to  in¬ 
spection,  survey,  audit  or  evaluation  of  Navy  civilian  personnel  test 
and  measurement  programs,  personnel  actions,  or  such  other  mat- 
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ten  under  the  jurisdiction  of  the  Commission.  The  Comptroller 
General  or  any  of  his  authorized  representatives,  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Navy’s  civilian  personnel  records.  The  Attorney  General 
of  the  United  States  or  his  authorized  representatives  in  connection 
with  litigation,  law  enforcement,  or  other  matters  under  the  direct 
jurisdiction  of  the  Department  of  Justice  or  carried  out  as  the  legal 
representative  of  the  Executive  Branch  agencies.  A  duly  appointed 
Hearing  Examiner  for  the  purpose  of  conducting  a  hearing  in  con¬ 
nection  with  an  employee's  grievance  or  complaint  involving  the 
disclosure  of  the  records  pertaining  to  performance  on  the  tests. 
The  Senate  or  the  House  of  Representatives  of  the  United  States  or 
any  Committee  or  subcommittee  therof,  any  joint  committee  of 
Co^ess  or  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  test 
and  examinations.  Officials  and  employees  of  other  Components  of 
the  Department  of  Defense  in  the  Performance  of  their  Official  du¬ 
ties  related  to  the  selection  of  candidates  for  vacant  positions.  Offi¬ 
cials  and  employees  of  other  departments  and  agencies  of  the  Ex¬ 
ecutive  Branch  of  government  upon  request  in  the  performance  of 
their  official  duties  related  to  the  selection  of  candidates  for  vacant 
positions. 

PoUdea  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Manual  records  of  test  scores  are  retained  in  paper  files 
folders.  Automated  records  are  on  magnetic  tapes,  disks,  or 
punched  cards. 

Retrievability:  Manual  and  automated  records  retrieved  by  the 
last  name  or  social  security  number. 

Safeguards:  Manual  and  automated  records  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Rctcnthm  and  disposal:  Manual  and  automated  records  of  em¬ 
ployee's  test  scores  are  retained  for  at  least  two  years  from  the 
date  of  the  test  administration. 

System  managerfs)  and  address:  The  Director  of  Civilian  Man¬ 
power  Mani^ment,  and  the  heads  of  Navy  Staff,  Headquarters 
and  field  activities' employing  civilians. 

NoUfkadon  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  or  the 
head  of  Navy  Staff,  Headquarters  and  field  activities  employing 
Civilians.  The  letter  should  contain  the  full  name  and  social  securi¬ 
ty  account  number  of  the  requester  and  his  signature.  The  in¬ 
dividual  may  visit  the  SYSMANAGER  at  the  address  which  is  pro¬ 
vided  in  the  Department  of  the  Navy  Directory  published  in  the 
Federal  Register.  Proff  of  identification  will  consist  of  a  Depart¬ 
ment  of  Defense  (DOD)  or  Navy  building  pass,  or  identification 
badge  or  drivers  license,  or  by  other  types  of  identification  bearing 
picture  or  signature,  or  by  providing  verbal  information  that  could 
be  verified  with  the  individiud’s  record. 

Record  aceem  procedures:  The  agench's  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Employee’s  performance  on  officially 
approved  Navy  or  the  U.S.  Civil  Service  Commission  written  or 
performance  tests. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N96021-LQA 

System  name:  Living  Quarters  and  Lodging  Allowance 

System  location:  Overseas  organizational  elements  of  the  Depart¬ 
ment  of  the  Navy  as  indicated  in  the  directory  of  Department  of 
the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system:  Appropriated  and 
non-appropriated  fund  U.S.  civilian  employees  eligible  for  al¬ 
lowance. 

Categories  of  records  in  the  system:  Employee’s  name,  grade,  ad¬ 
dress,  rent  and  utility  expenses,  living  quarters  and  l^ging  al¬ 
lowance,  and  name  of  family  and/or  members; 

Authority  for  maintenance  of  the  system:  Executive  order  number 
10903  of  9  January  1961,  executive  order  number  10970  of  27  Oc¬ 
tober  1%1,  executive  order  number  108S3  of  27  November  1959, 
and  executive  order  number  10982  of  25  December  1%1,  as  imple¬ 
mented  by  State  Department  regulation. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  civilian  person¬ 
nel  office  to  record  employee’s  living  quarters  or  temporary  lodging 
allowance  entitlement.  Other  users  include  Naval  Supply  Depot 
Payroll  Office,  the  employing  office,  disbursing  office;  Com¬ 
mander,  Fleet  Activities  FPO  Seattle  9^62;  and  me  U.S.  Depart¬ 
ment  of  State. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  File  folders  maintained  by  surname. 

Safeguards:  Personnel  screening  and  visitor  control. 

Retention  and  disposal:  Files  retained  for  a  period  of  two  years 
and  then  destroyed. 

System  managerfs)  and  address:  Overseas  conunanding  officer  of 
the  activity  in  question.  See  directory  of  Department  of  me  Navy 
mailing  addresses. 

Notification  procedure:  A  copy  of  living  quarters  allowance  is 
provided  to  each  employee. 

Record  access  procedures:  The  agency’s  roles  for  access  to 
records  may  be  obtained  from  me  system  manager. 

Contesting  record  procedures:  The  agency’s  riiles  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  me  system  manager. 

Record  source  categories:  Official  personnel  files. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N96021-02 

System  name:  Supervisors  Report  of  Potential  to  Perform  and 
Reference  Check  Records  System 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM),  Regional  Offices  of  Civilian  Manpower  Mai^ement 
(ROCMM’s),  Capital  Area  Personnel  Services  Office-Navy 
(CAPSO-N);  and  Navy  Staff,  headquarters,  and  field  activities  em¬ 
ploying  civilians.  Mailing  addresses  are  provided  in  me  Department 
of  the  Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individoals  covered  by  the  system:  Navy  civilian  em¬ 
ployees,  paid  from  appropriated  funds  serving  under  career,  career- 
conditional,  or  excepted  appointments  who  have  applied  for  vacant 
positions  under  me  Recruitment,  Employment  aiMl  Internal  Place¬ 
ment  Record  System  or  who  are  registered  in  the  Navy  Civilian 
Career  Management  Inventory  and  Referral  System,  or  who  may 
submit  nominations  and  applications  for  training  programs  under 
me  Training  and  Employee  Development  Record  System. 

•  Categories  of  records  in  the  system:  System  comprises  manual 
records  reflecting  information  pertaining  to  the  supervisor’s  judge¬ 
ment  as  to  employee’s  potential  to  perform  work  in  other  positions 
and  the  responses  to  inquiries  constituting  reference  checks  in 
merit  promotion,  career  management,  employment  and  other  ac¬ 
tions.  This  information  is  used  for  screening  and  selection  of  can¬ 
didates  for  employment,  referral  in  career  programs,  training  pro¬ 
grams,  or  placement  programs.  Manual  files,  maintained  in  paper 
folders,  contain  me  employee’s  appraisal  of  potential  forms  aind/or 
reference  checks. 

Authority  tor  maintenance  of  the  system:  Title  5,  US  Code  301, 
'Departmental  Regulations’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  me  purposes  of  such  uses:  Officials  and  employees 
of  me  Department  of  me  Navy  in  he  performance  of  meir  official 
duties  related  to  me  screening  and  selection  of  candidates  for  train¬ 
ing  programs,  career  programs,  or  placement  programs;  and  ad¬ 
ministration  of  grievances,  appeals  a^  litigation  involving  the  dis¬ 
closure  of  records  of  potenti^  and  reference  checks.  Representa¬ 
tives  of  United  States  Civil  Service  Commission  on  matters  relating 
to  the  inspection,  survey,  audit  or  evaluation  of  Navy  civilian  per¬ 
sonnel  management  programs,  or  personnel  actions,  or  such  omer 
matters  under  me  jurisdiction  of  the  Commission.  Tlie  Conqitroller 
General  or  any  of  his  aumorized  representatives,  in  the  course  of 
me  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  me  Navy’s  civilian  manpower  management  programs.  The 
Attorney  General  of  the  United  States  or  his  aumori^  representa¬ 
tives  in  connection  wim  liti^tion,  law  enforcement,  or  other  mat¬ 
ters  under  me  direct  jurisdiction  of  me  Department  of  Justice  or 
carried  out  as  me  le^  representative  of  the  Executive  Branch 
agencies.  A  duly  appointed  Hearing  Examiner  or  Arbitrator  (an  em¬ 
ployee  of  anothier  Federal  Agency)  for  the  purpose  of  conducting  a 
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hearing  in  connection  with  an  employee's  grievance  involving  the 
disclosure  of  the  records  of  the  career  porgnm,  training  program  or 
employment  or  placement  program.  An  aihitrator  who  is  given  a 
contract  pursuant  to  a  negotiated  labor  agreement  to  hear  an  em¬ 
ployee’s  grievaiKe  involving  the  disclosure  of  the  records  of  the  su¬ 
pervisor’s  report  of  potential  to  perform  and  the  responses  to 
reference  checks.  The  Senate  or  the  House  of  Representatives  of 
the  United  States  or  any  Committee  or  sub-conunittee  thereof,  any 
joint  committee  of  Congress  or  subconunittee  of  joint  committees 
on  matters  within  their  jurisdiction  requiring  disclosure  of  the  su¬ 
pervisor’s  report  of  potential  to  perform  and  the  responses  to 
reference  checks. 

Polidcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Manual  records  are  stored  in  paper  file  folders. 
Retrievability:  Manual  records  are  filed  by  name. 

Safeguards:  Manual  records  are  available  only  to  authorized  per¬ 
sonnel  having  a  need  to  know. 

Retentioo  and  disposal:  Potential  and  referetrce  check  records  are 
destroyed  after  two  years. 

System  managerfs)  and  address:  The  Director  of  Civilian  Man¬ 
power  Man^^ement,  and  the  heads  of  Navy  Staff,  Headquarters 
aitd  field  activities  employing  civilians. 

See  EXEMPTION. 

Notification  procedure:  See  EXEMPTION. 

Record  access  procedures:  See  EXEMPTION. 

Contesting  record  procedures:  See  EXEMPTION. 

Record  source  categories:  See  EXEMPTION. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  SS2  a  (j)  or  (k),  as  applica¬ 
ble.  For  additional  information  contact  the  System  Manager. 

N96021-06 

System  name:  Navy  Automated  Civilian  Manpower  Information 
System  (NACMIS) 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM),  Department  of  the  Navy  and  designated  contractors; 
field  divisions  of  Civilian  Manpower  Management;  Capital  Area 
Persoimel  Services  Office  -  Navy  (CAPSO-W;  arid  Navy  staff, 
headquarters  and  field  activities  employing  civihims,  and  the  Navy 
Command  Systems  Support  Activity  and  its  designated  contractors. 
The  addresses  of  the  activities  are  furnished  in  the  Department  of 
the  Navy  directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Department  of  the 
Navy  civilian  employees  paid  from  appropriated  funds  and  Navy 
military  personnel  included  in  the  automated  training  record  seg¬ 
ment  of  NACMIS. 

Categories  of  records  in  the  system:  The  system  comprises  auto¬ 
mated  and  non-automated  recces  describi^  attd  identifying  the 
employee  (e.g.,  name,  social  security  account  number,  sex,  birth 
date,  minority  designator,  citizenship,  physical  handicap  code);  the 
position  occupied  arid  the  employee’s  qu^icatkms;  salary  and  sa¬ 
lary  basis;  employee’s  status  in  relation  to  the  position  occupied 
and  the  organization  to  which  assigned;  tickler  dates  for  impending 
changes  in  status;  education  and  training  records;  previous  military 
status;  functional  code;  previous  employment  rec<^;  performance 
appraisal  and  other  data  needed  for  screening  and  section  of  an 
employee;  referral  records;  professional  licenses  and  publications; 
and  reason  for  position  change  or  other  action  affecting  the  em¬ 
ployee.  The  records  are  those  found  in  the  five  modules  of  NAC¬ 
MIS  which  are:  Traming  and  Employee  Development  Record 
SystemyTraining  Requirements  and  Information  Management 
System  (TRIM);  Personnel  Automated  Data  System  (PADS);  Navy 
Civilian  Career  Management  inventory  and  Referral  System;  and 
local  automated  personnel  Information  System  (LAPIS). 

Authority  for  maintenance  of  the  system:  S  USC  29S1 ,  Reports;  S 
use  301,  Departmental  Regulations;  S  USC  41(D,  Establishmnt  of 
Trainii^  Programs;  S  USC  4118,  Training;  S  USC  4115,  Ck>llection 
of  Training  Information;  Executive  Order  9397,  Numbering  System 
for  Feder^  Accounts  Relating  to  Individual  Arsons;  Public  Law 
92-261,  The  Equal  Employment  Opportunity  Act  of  19^. 

Routine  uses  of  records  maintained  in  the  xystm,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officios  and  employees 
of  the  Department  of  the  Navy  in  performance  of  their  official  du¬ 
ties  relat^  to  the  management  and  administration  of  the  Depart¬ 
ment’s  civilian  personnel  and  civilian  manpower  planning  programs 


and  in  the  design,  development,  maintenance  and  operation  of  the 
automated  system  of  records;  employees  and  offices  of  the  De¬ 
partment  of  Defense  where  there  exists  a  need-to-know  in  the  per¬ 
formance  of  their  official  duties;  employees  and  officials  of  the 
Civil  Service  Commission  in  the  performance  of  their  official  du¬ 
ties.  The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  in  the  course  of  the  performance  of  duties  of  the  General  Ac¬ 
count!^  Office.  The  Attorney  General  of  the  United  States  or  his 
authorized  representatives  in  connection  with  litigation,  law  en¬ 
forcement,  or  other  matters  under  the  direct  jurisdiction  of  the  De- 
part^nt  of  Justice  or  carried  out  as  the  legal  representative  of  Ex¬ 
ecutive  Branch  agencies.  Officials  and  employees  of  other  depart¬ 
ments  and  agencies  of  the  Executive  Branch  of  government  upon 
request  in  the  performance  of  their  official  duties  related  to  the 
screeniitg  and  selection  of  candidates  for  vacant  positions. 
Representatives  of  the  United  States  Department  of  Labor  on  mat¬ 
ters  relating  to  the  inspection,  survey,  audit  or  evaluation  of  the 
Navy’s  apprentice  training  programs  or  on  other  such  matters 
under  the  jurisdiction  of  tlM  Lalmr  Department.  Representatives  of 
the  Veterans  Administration  on  matters  relating  to  the  inspection, 
survey,  audit  or  evaluation  of  the  Navy’s  apprentice  and  on-the-job 
training  program.  The  Computer  Systems  Group  Contractor  (or 
other  such  contractor)  and  its  employees  for  the  purpose  of  card 
punch  recording  of  data  from  employee  personnel  actions  and  train¬ 
ing  documents,  or  data  collection  forms  and  other  documents.  Em¬ 
ployees  and  officials  of  the  Naval  Command  Systems  Support  Ac¬ 
tivity  and  their  designated  contractors  for  the  purpose  of  systems 
support.  A  duly  appointed  hearing  examiner  or  aihitrator  (an  em¬ 
ployee  of  another  Federal  agency)  for  the  pu^se.of  conducting  a 
hearing  in  connection  with  an  employee’s  grievance.  An  arbitrator 
who  is  given  a  contract  pursuant  to  a  negotiated  labor  agreement  to 
hear  an  employee’s  grievance  involving  the  disclosure  of  records. 
The  Senate  or  the  House  of  Representatives  of  the  United  States  or 
any  committee  or  sub-committee  thereof,  any  joint  committee  of 
Congress  or  sub-committee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  the 
Department’s  civilian  personnel  and  manpower  management  pro¬ 
gram.  An  appointed  complaints  examiner  for  the  purpose  of  con¬ 
ducting  a  hewng  in  connection  with  an  employee’s  formal  Equal 
Employment  Opportunity  (EEO)  complaint.  Officials  and  em¬ 
ployees  of  schoms  and  other  institutions  engaged  to  provide  train¬ 
ing.  Employee  unions  when  unions  are  authorized  to  canvas  em¬ 
ployees  or  at  the  time  of  a  union  election.  Designated  contractors 
of  the  Department  of  the  Navy  in  performance  of  their  duties  with 
respect  to  equipment  and  system  design,  development,  test  and 
maintenance. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  qrstem: 

Storage:  Automated  records  are  stored  on  magnetic  tape,  disc, 
drum  and  punched  cards  and  computer  printouts.  Manual  records 
are  stored  in  paper  file  folders. 

Retrievability:  Information  is  retrieved  by  Social  Security  Ac¬ 
count  Nun^r  (SSAN),  name,  or  by  specie  employee  charac¬ 
teristics  such  as  date  of  birth,  grade,  occupation,  employing  or¬ 
ganization,  tickler  dates;  a  combination  of  data  elements  contained 
m  the  Training  Requirements  Information  Management  (TIUM) 

'  subsystem,  on  apprentice  program  master  files;  academic  specialty 
or  ^ucation  level.  Specific  sub-groups  of  employees  may  be 
identified  through  the  use  ot  computerized  indices.  Manual  records 
are  retrieved  by  name. 

Safegnarda:  The  computer  facility  and  terminal  are  accessible 
only  to  authorized  persons  that  ^ve  been  properiy  screened, 
cleared  and  trained.  Manual  and  automated  records  and  computer 
printouts  are  available  only  to  authorized  personnel  having  a  need- 
to-know.  In  the  case  of  EEO  data,  output  from  the  centnd  Office 
of  Civilian  Manpower  Management  file  is  authorized  only  by  the 
Department  of  tte  Navy  Director  of  Equal  Employment  Opportuni¬ 
ty  or  his  Deputy.  Output  from  the  activity  minority  census  files 
must  be  authrm^  in  writing  by  either  the  head  of  the  activity  or 
the  activity’s  deputy  EEO  officer. 

Retention  and  dkpo^:  For  TRIM  and  the  apprentice  pitmams 
the  conqMiter  magnetic  tapes  are  permanent.  Manual  records  are 
maintain^  on  a  fiscal  year  basis  and  are  retained  for  varying 
periods  from  1  to  5  fiscal  years.  For  the  Department  of  the  Navy’s 
centrally-administered  programs,  files  on  selected  candidates  are 
maintained  for  5  years  (from  date  selection  process  is  completed). 
Records  of  non-selecte^  candidates  are  retained  only  for  that 
period  of  time  sufficient  to  permit  appropriate  review  (usually  less 
than  60  days).  For  PADS,  computer  magnetic  tapes  are  retained 
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permanently.  Magnetic  discs  are  erased  after  use.  Computer  prin¬ 
touts  are  destroyed  after  3  months.  Input  documents 
(NAVSO12280/n)  are  destroyed  after  data  is  converted  to  machine 
readable  form.  Input  punch  cards  are  retained  for  2  weeks.  For 
career  management  computer  magnetic  tapes  and  discs  are  erased  S 
years  after  they  are  created;  manual  records  are  destroyed  2  years 
after  the  employee  has  been  dropped  from  the  career  inventory. 
Manual  records  are  destroyed  upon  separation  of  the  employee 
from  the  activity.  For  LAPIS,  records  are  maintained  in  an  active 
status  until  a  separation  action  on  an  employee  is  completed. 
Historical  records  for  LAPIS  are  maintained  for  a  maximum  of  S 
years. 

System  maBagerfs)  and  addrem:  IMrector  of  Civilian  Manpower 
Management,  Office  of  Civilian  Manpower  Management,  Elepart- 
ment  of  the  Navy  and  the  commandiiig  officers  of  the  employee’s 
activity. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  SYSMANAGER  or  to  the  civilian  personnel  officer 
under  his  cognizance.  Requests  must  be  accompanied  by  the  in¬ 
dividual’s  full  name,  social  security  number  and  name  of  employing 
activity.  Requesters  may  visit  the  civilian  personnel  office  of  the 
naval  activity  covered  by  the  system  to  obtain  information.  In  such 
case  proof  of  identity  will  consist  of  full  name,  social  security  ac¬ 
count  number  and  a  third  positive  identification  such  as  driver’s 
license.  Navy  building  pass  or  identification  badge,  birth  certificate. 
Medicare  card,  etc.  Address  of  the  activity  is  furnished  in  the  De¬ 
partment  of  the  Navy  directory  of  mailing  addresses  published  in 
the  Federal  Register. 

Record  aceem  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  Categories  of  sources  of  records  in  the 
system  are:  the  civilian  personnel  office  of  the  employing  activity; 
the  payroll  office;  the  security  office  of  the  employing  activity;  line 
managers,  other  designated  officials  and  supervisors;  the  employee 
and  persons  named  by  the  employee  as  references. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
N96021-07 

System  name:  Area  Coordinator  Information  and  Operation  Files 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM),  Regional  Offices  of  Civilian  Manpower  Mai^ement 
(ROCMM’s),  Capital  Area  Personnel  Services  Office-Navy 
(CAPSO-N);  and  Navy  Staff,  headquarters,  and  field  activities  em¬ 
ploying  civilians.  Mailing  addresses  are  provided  in  the  Department 
of  the  Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees,  paid  from  appropriated  and  hon-appropriated  funds,  milita¬ 
ry  personnel  or  private  citizens  affected  by  or  involved  in  action  of 
area  coordination  significance,  and  speakers,  specialists  and  other 
interested  participants. 

Categories  of  records  in  the  qrstem:  System  is  composed  of  but 
not  limited  to  records  compiled  in  accordance  with  regulations,  cor¬ 
respondence  regarding  status  of  EEO  investigations,  index  file  of 
program  administration  afid  interested  participants  including  ad 
hoes,  summaries  compiled  for  budget  administration,  biographies  of 
speakers  or  of  key  officials  obtained  from  individual. 

Authority  for  maintenance  of  the  system:  Title  5,  U.S.C.  301,  De¬ 
partmental  Regulations. 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  the  management  of  civilian  employees  or  of  spe¬ 
cial  programs.  Representatives  of  the  United  States  Civil  Service 
Commission  on  matters  relating  to  the  inspection,  survey,  audit  or 
evaluation  of  Navy  civilian  pesonnel  management  programs,  or  per¬ 
sonnel  actions,  or  such  other  matters  under  the  jurisdiction  of  the 
Commission.  The  Comptroller  General  or  any  of  his  authorized 
representatives,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy’s  civilian  man- 

Sower  man^ement  programs.  The  Attorney  General  of  the  United 
tates  or  his  authorized  representatives  in  connection  with  litiga¬ 
tion,  law  enforcement,  or  other  matters  under  the  direct  jurisdiction 
of  the  Department  of  Justice  or  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies.  Officials  and  employees  of 


other  components  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  official  duties  related  to  the  management  of  spe¬ 
cial  programs  or  subject.  Officials  and  employees  of  other  Depart¬ 
ments  and  agencies  of  the  .Executive  Branch  of  government  upon 
request  in .  the  performance  of  their  official  duties  related  to  the 
sprcial  programs  or  subject.  A  duly  appointed  Hearing  Examiner  or 
Arbitrator  (an  employee  of  another  Federal  agency)  for  the  purpose 
of  conducting  a  hearing  in  connection  with  an  employee’s 
grievance.  An  arbitrator  who  is  given  a  contract  pursuant  to  a 
negotiated  labor  agreement  to  hear  an  employee’s  grievance.  The 
Senate  or  the  House  of  Representatives  of  the  United  States  or  any 
member.  Committee  or  sub-committee  thereof,  any  joint  committee 
to  Congress  or  sub-committee  of  joint  committees  on  matters 
within  their  jurisdiction  requiring  disclosure  of  the  files  or  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainiag, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  paper  file  folders,  list  finders, 
index  cards,  or  logs  or  other  indexing  systems. 

Retriev&bility:  Records  are  retrieved  by  subject  matter,  or  by 
name. 

Safeguards:  Records  are  available  only,  to  authorized  personnel 
having  a  need  to  know. 

Retention  and  disposal:  Records  are  retained  for  varying  lengths 
of  time  as  required  by  local  regulations;  some  records  may  be 
nuuntained  indefinitely. 

System  managerfs)  and  address:  The  Director  of  Civilian  Man¬ 
power  Management,  and  the  heads  of  Navy  Staff,  Headquarters, 
and  field  activities  employing  civilians.  Addresses  are  provided  in 
the  Department  of  the  Navy  directory  published  in  the  Federal  Re¬ 
gister. 

Notification  procedure:  Requests  by  correspondence  or  in  person 
should  be  made  to  the  Director  of  Civilian  Manpower  Management, 
or  to  the  head  of  the  nearest  Navy  activity  or  to  the  Navy  activity 
with  which  the  individual  is  employed  or  ^rves  as  a  contact  point 
or  participates  with  in  matters  relating  to  the  program  of  his  in¬ 
terest.  Correspondence  should  contain  the  full  name,  social  security 
number  and  sigiuture  of  the  requestor.  For  personal  visits,  proof  of 
identification  will  consist  of  a  Department  of  Defense  or  Navy 
building  pass  or  identification  badge  or  drivers  license  or  other 
types  of  identification  bearing  his  signature  or  picture  or  by  provid¬ 
ing  information  which  may  be  verified  against  the  record.  Ad¬ 
dresses  of  these  activities  are  in  the  directory  of  Department  of  the 
Navy  mailing  addresses. 

Record  acccs  procedures:  The  Agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
the  System  Manager. 

Record  source  categories:  Navy  Civilian  Personnel  Offices  and 
their  representatives. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N96021-21 

System  name:  Navy  Civilian  Career  Management  Inventory  and 
Referral  System 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM), '  Regional  Offices  of  Civilian  Manpower  Management 
(ROCMM’s),  Capital  Area  Persoimel  Sei^ces  Office-Navy 
(CAPSO-N);  and  Navy  Staff,  headquarters,  and  field  activities  em¬ 
ploying  civilians.  Mailing  adt^sses  are  provided  in  the  Department 
of  the  Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Navy  civilian  em¬ 
ployees,  paid  from  appropriated  funds  serving  under  career  or 
career-conditional  appointments  and  occupying  competitive  service 
positions,  who  are  registered  in  the  career  inventory  system 

Categories  of  records  in  the  system:  System  comprises  automated 
and  non-automated  records  reflecting  information  pertaining  to  the 
employee’s  identification,  education,  qualifications,  training,  abili¬ 
ties,  current  and  previous  employment,  professional  hcenses, 
authored  publications,  and  the  appraisal  of  the  employee’s  per¬ 
formance  and  potential  by  supervisors  and  by  associates  named  by 
the  employee,  and  other  data  needed  for  screening  and  selection  of 
candidates  for  referral  for  vacant  positions.  The  manual  files,  main¬ 
tained  in  paper  folders,  contain  the  employee’s  registration  docu¬ 
ment,  appraisal  forms,  responses  to  reference  inquiries,  and  a 
record  of  referrals. 
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PRIVACY  ACT  ISSUANCES 


Aathortty  for  maintcnaDcc  of  tiM  system:  Title  5,  USC  4103, 
'EsUblishment  of  Training  Programs'  and  Executive  Order  9397, 
'Numbering  System  for  Federal  Accounts  Relating  to  Individual 
Persons' 

Routine  uses  of  records  maintained  in  the  systm,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  the  management  of  civilian  employee  career  pro¬ 
grams;  the  design,  development,  maintenance,  and  operation  of  the 
manual  and  automated  system  of  records;  the  screening  and  selec¬ 
tion  of  candidates  for  vacant  positions  in  the  occupations  and  spe¬ 
cialties  covered  by  the  inventories;  and  administration  of  grievance, 
appeals,  and  litigation  involving  the  disclosure  of  reco^s  of  the 
career  management  system.  Representatives  of  the  United  States 
Civil  Service  Commission  on  matters  relating  to  the  inspection,  sur¬ 
vey,  audit  or  evaluation  of  Navy  civilian  personnel  management 
programs,  or  personnel  actions,  or  such  other  matters  under  the  ju¬ 
risdiction  of  the  Commission.  The  Comptroller  General  or  any  of 
his  authorized  representatives,  in  the  course  of  the  performance  of 
duties  of  the  General  Accounting  Office  relating  to  the  Navy's 
civilian  manpower  management  programs.  The  Attorney  General  of 
the  United  States  or  his  authorized  representatives  in  connection 
with  litigation,  law  enforcement,  or  other  matters  under  the  direct 
jurisdiction  of  the  Department  of  Justice  or  carried  out  as  the  legal 
representative  of  the  Executive  Branch  agencies.  Officials  and  em¬ 
ployees  of  other  components  of  the  Department  of  Defense  in  the 
performance  of  their  official  duties  related  to  the  screening  and 
selection  of  candidates  for  vacant  positions  in  the  occupations  and 
specialties  covered  by  the  inventories;  or  in  the  management  of  De¬ 
partment  of  Defensewide  career  programs.  Officials  and  employees 
of  other  Departments  and  agencies  of  the  Executive  Branch  of 
government  upon  request  in  the  performance  of  their  official  duties 
related  to  the  screening  and  selection  of  candidates  for  vacant  posi¬ 
tions  in  the  occupations  and  specialties  covered  by  the  inventories. 
The  Computer  Systems  Group  Corporation  (a  contractor)  and  its 
employees  for  the  purpose  of  card  punch  recording  of  data  from 
employee  registration  forms  and  other  documents.  A  duly  ap¬ 
pointed  Hearing  Examiner  or  Arbitrator  (an  employee  of  another 
Federal  Agency)  for  the  purpose  of  conducting  a  hearing  in  connec¬ 
tion  with  an  employee's  grievance  involving  the  disclosure  of  the 
records  of  the  career  management  and  referral  system.  An  arbitra¬ 
tor  who  is  given  a  contract  pursuant  to  a  negotiated  labor  agree¬ 
ment  to  hear  an  employee's  grievance  involving  the  disclosure  of 
the  records  of  the  career  management  inventory  and  referral 
system,  the  Senate  or  the  House  of  Representatives  of  the  United 
States  or  any  member.  Committee  or  sub-conunittee  thereof,  any 
joint  committee  to  Congress  or  sub-committee  of  joint  committees 
on  matters  within  their  jurisdiction  requiring  disclosure  of  the  files 
or  records  of  the  career  management  system. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  are  .stored  on  magnetic  tapes  and 
discs  and  on  punched  cards.  Manual  records  are  stored  in  paper  file 
folders. 

Retrievability:  Automated  records  are  retrieved  by  social  security 
number  and  name,  or  by  one,  or  a  combination,  of  characteristics 
such  as  education  level  or  academic  speciality.  Manual  records  are 
by  last  name. 

Safeguards:  The  computer  facility  and  terminal  are  located  fli 
restricted  areas  accessible  only  to  authorized  persons  that  are 
properly  screened,  cleared  and  trained.  Manual  records  and  com¬ 
puter  printouts  are  available  only  to  authorized  personnel  having  a 
need  to  know. 

Retention  and  disposal:  Computer  magnetic  tapes  and  discs  are 
erased  S  years  after  they  are  created.  Manual  records  are  destroyed 
2  years  after  the  employee  has  been  dropped  from  the  career  inven¬ 
tory. 

System  manager(s)  and  address:  The  Director  of  Civilian  Man¬ 
power  Mani^ement,  and  the  heads  of  Navy  Staff,  Headquarters 
and  field  activities  employing  civilians. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  (Civilian  Manpower  Management  (Attn. 
Code  21)  Department  of  the  Navy,  Washington,  D.C.  20390.  The 
letter  should  contain  the  full  name  and  social  security  account 
number  of  the  requester  and  his  signature.  The  individual  may  visit 
the  Navy  Civilian  Career  Management  Center  (CCMC),  Room  820, 
Crystal  Plaza  Building  Number  S,  2211  Jefferson  Davis  Hi^way, 
Arlington,  Virginia,  or  the  Civilian  Personnel  Office  of  the  Navy 


activity  at  which  he  is  currently  employed,  or  of  the  nearest  Navy 
activity,  which  office  will  contact  the  CCTMC  by  telephone,  202- 
692-1270,  if  no  record  is  locally  available.  Proof  of  identification 
will  consist  of  a  Department  of  Defense  (DOD)  or  Navy  building 
pass,  or  identification  badge  or  drivers  license,  or  by  other  types  m 
identification  bearing  picture  or  signature,  or  b)r  providing  verbal 
information  that  could  m  verified  with  his  career  inventory  record. 

Record  access  procedures:  The  agencies  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  SYSMANAGER.  . 

Record  source  categories:  Navy  civilian  personnel  offices;  current 
and  previous  supervisors  of  the  employee;  current  and  previous  as¬ 
sociates  of  the  employee  named  by  the  employee  as  references. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N96021-26 

System  name:  Recruitment,  Employnrent  and  Internal  Placement 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM),  Regional  Offices  of  Civilian  Manpower  Management 
(ROCMM’s),  Capital  Area  Personnel  Services  Offices-Navy 
(CAPSO-N),  and  Navy  Staff,  headquarters,  and  field  activities  em¬ 
ploying  civilians.  Mailing  addresses  are  provided  in  the  Department 
of  the  Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  civilian  employees  of  the  Department  of  the  Navy  and  in¬ 
dividuals  who  may  have  applied  for  civilian  positions  with  the  De¬ 
partment  of  the  Navy. 

Categories  of  records  in  the  system:  System  comprised  of  auto¬ 
mated  and  non-automated  records,  including  correspondence, 
reflecting  information  pertaining  to  individual's  identification,  cur¬ 
rent  and  previous  employment,  related  background  information  pro¬ 
vided  by  the  individual,  education  and  training,  appraisal  of  in¬ 
dividual's  performance  (and  records  of  potential  obtained  after  Sep¬ 
tember  27,  197S)  by  supervisors  and  by  other  associates,  and  other 
data  need^  for  screening  and  selection,  rating  and  ranking,  of  can¬ 
didates  for  positions  of  merit  promotion  and  continued  employment 
with  the  Department  of  the  Navy. 

Authority  (or  maintenance  of  the  system:  Title  S,  USC,  Book  1, 
Vol.  B,  Chapter  31  'Authority  for  Appointment',  Chapter  33 
'Examination,  Selection  and  Placement',  and  Chapter  3S  'Retention 
Preference,  Restoration  and  Reemployment'.  Executive  Orders 
10577  'Career  Conditional  Appointment  System',  10774 
'International  Organizations',  10973  'Foreign  Assistance',  11103 
'Peace  Corps  Volunteers;  employment  of  former',  11222  'Conduct 
of  Employees  and  Conflicts  of  Interest',  1131S  'Executive  Assign¬ 
ment  System',  11478  'Equal  Employment  Opportunity',  11S21 
'Transitional  and  Veterans  Readjustment  Appointments',  11SS2 
'International  Organizations',  11S89  'Intergovernmental  Personnel 
Act',  1169S  'Stabilization  of  the  Economy',  11701  'Employment  of 
Veterans',  11813  'Cooperative  Education'. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officios  and  employees 
of  the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  the  recruitment,  employment,  merit  promotion  and 
internal  placement,  and  non-disciplinary  separation  of  civilian  em¬ 
ployees.  Representatives  of  the  United  States  Civil  Service  Com¬ 
mission  on  matters  relating  to  the  inspection,  survey,  audit  or 
evaluation  of  Navy  civilian  personnel  management  progr^s,  or 
personnel  actions,  or  such  other  matters  under  the  jurisdicition  of 
the  Commission.  The  Comptroller  General  or  any  of  his  authorized 
representatives,  in  the  course  of  the  performance  of  duties  of 
General  Accounting  Office  relating  to  the  Navy's  civilian  man¬ 
power  management  programs.  The  'Attorney  General  of  the  United 
States  or  his  authorized  representatives  in  connection  with  litiga¬ 
tion,  law  enforcement  or  other  matters  under  the  direct  jurisdiction 
of  the  Department  of  Justice  or  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies.  Officials  and  employees  of 
other  components  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  official  duties  related  to  recruitment,  employ¬ 
ment,  internal  placement,  and  non-disciplinary  separations  of 
civilian  employees.  Officials  and  employees  of  other  Departments 
and  agencies  of  the  Executive  Branch  of  government  upon  request 
in  the  performance  of  their  official  duties  related  to  recrxiitment, 
employment,  internal  placement,  and  non-disciplinary  separations 
of  civUiM  employees.  A  duly  appointed  Hearing  Examiner  or  Ar¬ 
bitrator  (an  employee  of  another  Fereral  agency)  for  the  purpose  of 
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conducting  a  hearing  in  connection  with  an  entployee’s  grievance 
related  to  recruitment,  employment,  merit  promotion,  internal 
placement,  and  non-disciplinary  separations.  An  arbitrator  who  is 
given  a  contract  pursuant  to  the  negotiated  labor  agreement  to  hear 
an  employee’s  gmvance  involving  the  disclosure  of  records  of  em¬ 
ployment,  recruitment,  merit  promotion,  internal  placement,  or 
non-discipbnary  separation.  The  Senate  or  the  House  of  Represen¬ 
tatives  of  the  Unit^  States  or  any  member.  Committee  or  subcom¬ 
mittee  thereof,  any  joint  comnuttee  of  Congress  or  subcommittee 
of  joint  committees  on  matters  within  their  jurisdiction  requiring 
disclosure  of  the  files  or  records  of  recruitment,  employment,  inter¬ 
nal  placement  or  non-disciplinary  separations. 

Polldea  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tapes  and 
discs  arid  on  punched  cards.  Manual  records  are  stored  in  paper  file 
folders. 

Retrievability:  Automated  records  are  retrieved  by  Social  Securi¬ 
ty  number  and  name,  or  by  one,  or  a  combination,  of  charac¬ 
teristics  such  as  educaton  level,  of  academic  speciality.  Manual 
records  are  by  last  name. 

Safeguards:  Automated  and  manual  records  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  dispoMi:  Records  are  maintained  from  a  minimum 
period  of  one  year  to,  in  some  cases,  permanent  retention. 

System  manager(s)  and  address:  The  Director  of  Civilian  Man¬ 
power  Mani^ement,  and  the  heads  of  Navy  Staff,  Headquarters 
and  field  activities  employing  civilians. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  or  the 
head  of  Navy  Staff,  Headquarters  and  field  activities  at  which  the 
individual  is  or  was  employed  or  to  which  he  has  submitted  an  ap¬ 
plication  for  employment.  The  letter  should  contain  the  full  name 
and  Social  Security  account  number  of  the  requester  and  his  signa¬ 
ture.  The  induvidual  may  visit  the  SYSMANAGER  at  the  address 
which  is  provided  in  the  Department  of  the  Navy  Directory 
published  in  the  Federal  Register.  Proof  of  identification  will  con¬ 
sist  of  a  Department  of  Defense  (DOD)  or  Navy  building  pass,  or 
identification  badge  or  drivers  license,  or  by  other  types  of  identifi¬ 
cation  bearing  picture  or  signature,  or  by  providing  verbal  informa¬ 
tion  that  could  be  verfied  with  the  individual’s  records 

Record  accen  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Navy  civilain  personnel  offices;  Navy 
recruiters;  current  and  previous  supervisors  of  the  employee;  cur¬ 
rent  and  previous  associates  of  the  employee  named  by  employee 
as  references;  educational  institutions;  automated  interface 
systems. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
N96021-261 

System  name:  Appraisals  of  Performance  Record  System 

System  location:  Office  of  Civilian  Manpower  Management 
(OCMM),  Regional  Offices  of  Civilian  Manpower  Management 
(ROCMM’s),  Capital  Area  Personnel  Services  Office-Navy 
(CAPSO-N);  and  Navy  Staff,  headquarters,  and  field  activities  em¬ 
ploying  civilians.  Mailing  addresses  are  provided  in  the  Department 
of  the  Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  tbe  system:  Navy  civilian  em¬ 
ployees,  pmd  from  appropriated  funds,  serving  under  career, 
career-conditional,  and  excepted  appointments;  except  those  em¬ 
ployees  exempt  by  the  Civil  Service  Commission  and  OCMM. 

Categories  of  records  in  tbe  system:  System  comprised  of  auto¬ 
mated  and  non-automated  records  reflecting  information  pertaining 
to  the  employee’s  performance.  Manual  records  of  evaluations  and 
ratings  are  maintained  in  the  official  personnel  folder  and  other 
files  and  may  be  retained  by  the  supervisor.  Other  files  are  main¬ 
tained  on  appeals  of  ratings,  correspondence  on  inquiries,  warning 
letters,  and  supportive  documentation  on  unsatisfactory  and  out¬ 
standing  ratings. 

Authority  for  maintenance  of  the  system:  Title  S,  USC  4302. 
’Performance  Rating  Plans;  Establishment  of.’ 


Routine  uses  of  records  maintained  in  the  systm,  iiKludhig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Depar^ent  of  the  Navy  in  the  perfortrumce  of  their  official 
duties  involving  the  membership  in  performance  rating  panels  or 
rating  and  ranking  panels  for  merit  promotion  purposes,  for  merit 
promotion  selection  purposes,  for  award  purposes,  adverse  action 
purposes,  or  for  appeals  purposes,  or  for  career  program  assign¬ 
ment  purposes.  Representatives  of  the  United  States  Civil  Service 
Commission  acting  as  Chairman  of  the  Statutory  Review  Board  on 
appeals  of  performance  ratings  for  purp^s  of  reviewing  case  files, 
conducting  heari^s  and  ren^ring  decisions.  Representatives  of  the 
United  States  Civil  Service  Commission  on  matters  relating  to  the 
inspection,  survey,  audit  or  evaluation  of  Navy  civilian  personnel 
management  programs  or  such  other  matters  under  the  jurisdiction 
of  the  Commission.  The  Comptroller  General  or  any  of  his 
authorized  representatives,  in  the  course  of  the  performance  of  du¬ 
ties  of  the  General  Accounting  Office  relating  to  the  Navy’s  civilian 
personnel  records.  The  Attorney  General  of  the  United  States  or 
his  authorized  representatives  in  connection  with  liti{ption,  law  en¬ 
forcement,  or  otter  matters  under  the  direct  jurisdiction  of  the  De¬ 
partment  of  Justice  or  carried  out  as  the  legal  representative  of  the 
Executive  BraiKh  agencies.  Computer  System  Contractors  and 
their  employees  for  purposes  of  automatic  listings  of  performance 
ratings.  A  duly  appointed  Hearing  Examiner  for  the  purpose  of 
conducting  a  hearing  in  connection  with  an  employee’s  grievance 
involving  the  disclosure  of  the  records  pertaining  to  performance 
evaluation  and  rating.  The  Senate  or  the  House  of  Representatives 
of  the  United  States  or  any  member.  Committee  or  subcommittee 
thereof,  any  joint  committee  of  Congress  or  subcommittee  of  joint 
committees  on  matters  vrithin  their  jurisdiction  requiring  disclteure 
of  the  files  or  records  of  the  Appraisals  fo  Performance  Record 
Systems.  Officials  and  employees  of  otter  Components  of  the  De¬ 
partment  of  Defense  in  the  performance  of  their  official  duties  re¬ 
lated  to  the  screening  and  selection  of  candidates  for  vacant  posi¬ 
tions.  Officials  and  employees  of  other  departments  and  agencies  of 
the  Executive  Branch  of  government  upon  request  in  the  per¬ 
formance  of  their  official  duties  related  to  the  screening  and  selec¬ 
tion  of  candidates  for  vacant  positions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  are  stored  on  magnetic  tapes  and 
discs.  Manual  records  and  computer  print-outs  are  retained  in  paper 
file  folders. 

Retrievability:  Manual  records  retained  by  name.  Computer 
records  are  retrieved  by  Social  Security  numter,  payroll  number, 
name,  or  other  identifier. 

Safeguards:  Manual  and  automated  records  are  available  only  to 
authorized  personnel  having  a  need  to  know. 

Retention  and  disposal:  Computer  tapes  and  discs  are  erased  after 
S  years.  Old  computer  print-outs  are  destroyed  when  the  new  print¬ 
outs  are  process^  at  the  end  of  the  performance  rating  period, 
which  is  on  2m  annual  basis.  Manual  records  of  satisfactory  are 
retained  for  up  to  three  years  or  longer  when  used  for  career 
management  purposes.  Outstanding  and  unsatisfactory  ratings  and 
supporting  documents  are  retained  permanently  in  the  officii  per¬ 
sonnel  file  or  for  a  shorter  period  in  other  files. 

System  managerfs)  and  address:  The  Director  of  Civilian  Man¬ 
power  Management,  and  the  heads  of  Navy  Staff,  Headquarters 
and  field  activities  employing  civilians. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director  of  Civilian  Manpower  Management  or  the 
head  of  Navy  Staff,  Headquarters  and  field  activities  at  which  the 
individual  is  or  was  employed  or  to  which  he  has  submitted  an  ap¬ 
plication  for  employment.  The  letter  should  contain  the  full  name 
and  social  security  account  number  of  tte  requester  and  his  signa¬ 
ture.  The  individual  may  visit  the  SYSMANAGER  at  the  address 
which  is  provided  in  tte  Department  of  the  Navy  Directory 
published  in  the  Federal  Register.  Proof  of  identification  will  con¬ 
sist  of  a  Department  of  Defence  (DOD)  or  Navy  building  pass,  or 
identification  badge  or  drivers  license,  or  by  other  types  of  identifi¬ 
cation  bearing  picture  or  signature,  or  by  providing  verbal  informa¬ 
tion  that  could  be  verified  with  the  individual’s  record. 

Record  accem  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  tte  SYSMANAGER. 


FEDERAL  REGISTER,  VOL.  42,  NO.  188 — WEDNESDAY,  SEPTEMBER  28,  1977 


